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; New Underwood 
ee Desk Stabilizer 
ends “desk wobble, 
costs only *4.95 


Underwood’s new Desk Stabilizer eliminates 
desk vibration, turns a wobbly typewriter platform 
into a firm, steady typing support. 

Eye strain, frayed nerves and vibration errors 
are reduced; higher quality work is assured. 

Ask your boss or office manager for the new 
Underwood Desk Stabilizer. It’s a sure way to get 
better work out faster with less fatigue. Order 
the new Underwood Desk Stabilizer from your 
Underwood Office. You’ll find the number in 


your phone book. Order yours today! 

e Adjusts from 17 to 31 inches 

e Automatic, self-locking mechanism 

e Instant finger-tip release 

@ Smooth, no-snag, all-metal construction 
@ Positive support... no slippage 

@ Supports over 200 pounds 

@ Telescopes to fit in any desk drawer 


e Mar-proof rubber top bumper and floor base 
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UNDERWOOD CORPORATION 





Ono Park Avenue, New York 16, N.Y. 
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ATTENTION ... 


NSA MEMBERS! 
CHANGING YOUR NAME? 
Moving to another state .. . 
another town . . . another street? 
THEN please notify your NSA 
Executive Secretary. 

Miss Helen J. Boyle 

National Secretaries Association 

222 West 11th Street 

Kansas City 5, Missouri 
After correcting her records, Miss 
Boyle will immediately forward 
the information to the circulation 
department of THE SECRETARY. 
Since all address changes must 
clear through National Headquar- 
ters, please do NOT send name or 
address changes direct to the pub- 
lisher. 















Pride and Prejudice art, 


CASSANDRA D. WATERMAN 
President 


year is an excellent time to stand back and take a 

look at the picture we are painting. Because what 
has been achieved in any one week, or month or year, is 
entirely dependent upon what went before, let us take a 
long look and check our perspective in terms of the begin- 
ning when the canvas was new and the first brush stroke 
not yet applied and in terms of the brush strokes to be 
taken as we continue painting the picture. 

Not many of you will remember the struggle for exist- 
ence that was waged by our early members. Not many of 
you will recall when we had a name, and a pin, and once 
in a while a publication—and that was all. We had no 
Constitution and By-Laws, no National Officers, Commit- 
tees, Educational Programs, CPS or National Convention; 
no recognition from Management or Educators or Secre- 
taries in general. 

How many of you remember when the scene that was 
being painted in the minds and hearts of our pioneers 
began to assume the shape of things to come—NSA as we 
know it today? The first lasting brush stroke was made in 
February, 1946 at our first national convention called by 
the members—the convention when we elected our first 
national officers, with nominations from the floor; when 
we demanded the right to be self-governing, and took the 
first steps to make us so; when the CPS scene became a 
part of our NSA canvas. 

How many of you were members when the details of 
our CPS scene were filled in? Our CPS Program, which 
has come to be synonymous with NSA, is but another 
dimension in the picture of our Association. That, too, 
was once a figment of the artist's imagination. Our early 
members nurtured it and guarded it until it was voted 
into our “scene of things to come”—at our first national 
convention. And since that time each one of you who has 
contributed your time and effort to the CPS Program has 
helped to fill in the detail of that scene. 

And while NSA was fighting for survival so that we 
might have an association of our own, designed to aid us 
in advancing the standards of secretarial performance and 
to provide all secretaries with a dignified, satisfying, recog- 
nized profession, another group of secretaries was painting 
another scene. How many of you were with us at the 1950 
national convention in Boston when Secretaries Interna- 
tional agreed to add their strength and abilities and the 
scene they were painting to ours, so that as one we could 
increase the services which could be rendered to business, 
to the community, to the secretaries who were members 
and the secretaries who had not yet joined us; when the 
National Secretaries Home scene was added to the montage? 

Our NSA picture already had length and breadth. With 
the merger between SI and NSA, we added a third dimen- 


I SEEMS to me that the twelfth and last month of the 


sion ... depth. We now are striving not only for the pro- 
fessional and economic welfare of working secretaries (to- 
day’s and tomorrow's) we are also planning a service we 
can render for the time when our members will no longer 
be gainfully employed. We are planning now for their 
future. 

There is yet a fourth dimension needed to bring the 
scenes on our canvas together into one composite view that 
will be alive and meaningful—not just a painted picture. 
The fourth dimension is PRIDE—real pride, not false 
pride. Pride in the purpose of our Association and pride in 
our progress toward achieving that purpose. Pride we have 
... but is it a lasting pride representing the fourth dimen- 
sion we need? It is but an optical illusion, if it is over- 
shadowed by PREJUDICE. 

No matter what simile we may use to portray the scope 
and progress of our Association, PREJUDICE is the one 
factor which will not fit in. 

If we are preparing a formula for success, prejudice will 
dissolve all other ingredients and pride will be melted 
away by its awful alchemy. The formula must be avail- 
able to all qualified secretaries. Let us not stir into the 
formula we are preparing the poison of prejudice to dis- 
solve the ingredients of high purpose, high ideals and high 
standards which, properly combined, would give us a per- 
fect formula. 

If we are building a road to success, prejudice will block 
that road completely. If we deny to a qualified secretary 
the right to join us on the road our Association is building, 
we forfeit our right to travel that road. If we make the 
road a “Private, No Trespassing” pathway, we have allowed 
prejudice to cut us off from success and to block out the 
pride that goes hand in hand with a job well done. 

Let us not block the road we are building with prejudice. 
Individually we cannot walk around that block, or climb 
over it, or burrow under it. Together we can remove it com- 
pletely and leave the road clear for continued construction. 

If we are painting a picture of success, prejudice will 
erase all traces of the scene so completely that there is no 
length, no breadth, no depth—no picture—and no pride. 
Let us not dip our brushes into the acid of prejudice which 
will eradicate the scenes which have already been painted 
and disintegrate the very canvas upon which we have been 
working. 

As we stand back from the canvas to check our per- 
spective, to view what has been done and plan what is 
still to do, let us resolve that we will strive to add the 
fourth dimension to the picture which has been presented 
to us to work upon during 1955-56 — PRIDE without 
PREJUDICE, our contribution to the masterpiece being 
painted by The National Secretaries Association (Inter- 
national ) . 
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THE CASE OF THE 


HOT DIARY by 


YOUR GIRL FRIDAY 


. ». and AFTER she read the first few pages . . . was HER face red? It was. She had underestimated her boss. Here's what was 
IN that HOT diary: 


“My secretary keeps complaining about what she calls ‘eye fatigue’. Says reflected glare on harsh typing paper 
and the black print on white paper slows her down to a walk by the end of the day. Well. . . even | have heard 
of Panama-Beaver ‘“‘vision-engineered'’ products. Even | know about those COLORED Panama-Beaver Hypoint 
Carbon papers. They're soothing to the eye and harmonize with all paper. The Panama-Beaver Lustra Colorful inked 
ribbons do the same . . . scientifically harmonizing with letterheads and all forms. And take those EYE-SAVER 
Unimasters for spirit duplicating. Their tinted jackets avoid any glare. Easy on the eye, yet the typing stands out 
and they produce ‘brilliant copies in amazing numbers. | am surprised that my secretary..." 





Well, our Diary snatcher, pink cheeks and all, wasted no time asking her office neighbor about Panama-Beaver. In no time a 
highly competent and accredited representative called to demonstrate the exclusive features the boss had known about all along. 
Now, don't wait for the Boss to write you up in his diary. Just fill in the coupon below. Do it now and you'll receive absolutely 


FREE Panama-Beaver's outstanding eraser that helps you ‘‘erase without a trace”. 


— Mail Coupon NOW! ~~~" 


MANIFOLD SUPPLIES CO. 
19 Rector Street, New York 6, N. Y. ! 





“) /? 
PANAMA-BEAVER — 1 Wier sreorton nue, | 
WHA SHY hel saat ! 
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Coast to Coast Distribution 








MANIFOLD SupP.tes Co. 
19 Rector St. New York 6, N. Y. 
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ACCOUNTING 


simplified for the busy secretary 


~ 





by WALTER R. STROTHMAN, C.P.A. 


journals and ledgers 


ANY individuals not trained in Accounting frequent- 
M ly confuse the terms journal and ledger, or some- 
times use them interchangeably. We even have 
newspapers called journals and others called ledgers; so it 
is no surprise that the meaning of these terms is not always 
clear. In accounting systems some journals are called day 
books, or blotters, or simply records. Sometimes ledgers are 
called account books, general books, expense books, private 
ledgers and so on. Formal bookkeeping systems always com- 
prise some form of journal and some form of ledger. 


When a transaction occurs, it is first recorded in a jour- 
nal. The journal may be a cash book, a day book or any 
chronological listing of transactions. Whatever record is 
first used to formally give recognition to a transaction in 
the bookkeeping system is a journal. Some journals are used 
to record only certain types of transactions where there is 
a large volume of a certain type. Thus, we have cash re- 
ceipts and cash disbursements books, sales and purchase 
journals. These special journals facilitate summarizing trans- 
actions at the end of an accounting period by providing 
columnar totals of items of similar character. Transactions 
which do not fall into the high volume groups are recorded 
in a “general” journal, which is also a chronological original 
record of transactions. It will suffice for the moment to 
regard journals as books of original entry. 


Once the transactions have been recorded chronologically 
in the various journals, the first step of accounting is com- 
pleted. This is sometimes called “getting it on the record” 
or “booking” a transaction. At the risk of oversimplification, 
we might say at this point that the businessman may be in 
somewhat the same position as an army general after a long 
series of battles. He knows he is still alive, but he doesn’t 


know exactly the strength and condition of his troops and 
supplies or his position in relation to the enemy. Is he of 
superior or inferior strength, and is a new threat of attack 
impending? The businessman, having lived through a long 
series of transactions, is sometimes at a loss to know 
whether he is ahead or behind where he was a month ago. 
He also must know whether he can satisfy his creditors as 
their bills come due. He can obtain reasonably satisfactory 
answers to these questions by simply summarizing the trans- 
actions from his journals. By summarizing we mean to col- 
lect all transactions of a similar nature into groups which 
we call “accounts.” Thus, all transactions affecting sales 
are collected in a sales account and all transactions affecting 
expenses are collected in expense accounts and so on. There 
are accounts for assets, liabilities, net worth, income and 
expenses. All of the accounts used to summarize transactions 
are collectively referred to as a ledger. 


The first step in summarizing transactions is to transcribe 
or “post” them from the journals to the ledger. This means 
we are simply rearranging the chronological data into a 
predetermined natural] classification. The second step is to 
total or balance all accounts into single total or net figures, 
which can then be readily arranged in report form, setting 
forth financial condition and results of operations. In this 
manner, literally millions of transactions can be summarized, 
along with their impact on financial condition, on a single 
sheet of paper. 

To sum up, we might say that journals are original chron- 
ological records of transactions and ledgers are classified 
summaries of the same transactions. In a later issue we shall 
discuss such matters as detail ledgers, control accounts and 
trial balances. 
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INCE becoming a member 

of the Spokane Chapter in 
1946, Rousia L. Hoxsey has 
chairmaned many committees 
and worked on others; she has 
served two years as her chap- 
ter's treasurer and as its presi- 
dent; was a member of the Na- 
tional Scrap Book Committee 
one year and chairman the fol- 
lowing year; and is now serving 
her second term as secretary of 
the Washington State Organ- 
ization NSA. 


In addition to secretarying for Attorney C. A. Orndorff, 
Mrs. Hoxsey is a real estate broker with the Orndorff In- 
vestment Company, Inc., as well as its executive secretary. 


Under her supervision is the property management de- 
partment which specializes in single family dwelling rentals 
and controls some apartment houses and commercial prop- 
erty. Rousia is also in charge of accounting and all tax 
matters pertaining to the office and the business. As her 
firm's representative she participates in the activities of 
the Spokane Realty Board and the National Association 
of Real Estate Boards. 


Affiliation with other organizations includes her second- 
term presidency of the Women's Division of Charter No. 
8, Hotel Greeters of America, whose convention she at- 
tended at Miami. Beach last May; her service as Junior 
Graduate Regent (immediate past president) of Spokane 
Chapter, Women of the Moose, in which capacity she has 
charge of the Bazaar and other money-raising projects 
this year; and her civic duties on the "hoot owl" shift 
(4.A.M. to 8 A.M.) at the Spokane Filter Center (Ground 
Observer Corps) each Friday morning—with already 800 
hours service credit. 





ROUSIA L. HOXSEY 


And, believe it or not, Mrs. Hoxsey still finds time to 
take some specialized work or advanced study related to 


her company's interests—and to pursue her hobby of col- 
lecting small bells from all over the world. 
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PATENTED EFFICIENCY 
in CARBON use 


(1) Automatic alignment. 
(2) Automatic rotation of sheets of carbon gives 25% 
more wear. 
(3) Automatic warning of last typing lines. 
(4) World's easiest and most convenient carbon to 
handle. Hands do not touch the coated surface. 
Distributed by Kee Lox Branch Offices in Major 
Cities and by a Growing Network of Authorized 
Dealers. 
Samples sent only on request when letterhead of 
company is used. 
DEPARTMENT S4 


Kee Lox Mfg. Co., Rochester 1, N.Y., U.S.A. 


Kee Lox “Pal” Erasaguard 
each 50c in any quantity. 





Dont give your 


HE Christmas season is one with a 

wealth of special memories and 

associations for everyone. The 
spicy odor of holiday baking . . . chil- 
dren’s wide-eyed wonder at Santa Claus 
... the lovely sacred music . . . whatever 
special things mean-.Christmas to you, 
they all seem part of a renewed spirit of 
peace and goodwill. In such a time of 
faith and festivity, it is perhaps difficult 
and certainly shocking to realize that 
more people are killed in traffic acct- 
dents on Christmas Day than on any 
other day in the year! 

“Do unto others” is an apt way of 
expressing the Christmas spirit, but traf- 
fic statistics make it all too obvious that 
as a nation we do not put the rule into 
practice on our streets and highways. 


DEADLY DECEMBER 


3,920 persons died in motor vehicle ac- 
cidents in December 1953 

3,570 persons died in motor vehicle ac- 
cidents in December 1954 
persons died in motor vehicle ac- 
cidents in December 1955 

The space for this year’s toll is still a 
blank, and a sharp reduction would be a 
wonderful and positive contribution to 
the season’s joy. Accomplishment of 
that reduction should be the concern of 
each one of us as we walk and drive our 
way through the holidays. 

There is no single cause for the high 
mortality from motor vehicle accidents 
in December. The stage is already set for 
danger: the winter weather, early dark- 
ness, the hustle and bustle and the gay 
spirit of excitement are permanent “fix- 
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by THE NATIONAL SAFETY COUNCIL 


tures,” about which we can do but little. 
But there is a human factor operating, 
and it is in that direction that we must 
aim our program. Our goal must be the 
conversion of the potential dangers in- 
herent in the holiday spirit into sound, 
sensible safety behavior. 


- 
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GOLDEN RULES OF THE ROAD 


Stay alert. A certain amount of Christ- 
mas rush seems inevitable, and your 
pre-occupation with shopping and 
wrapping weakens your safety de- 
fenses. It takes more than a_half- 
thought to cope with hurrying traffic, 
so forget that pile of unwrapped gifts 
as you cross Main Street and remem- 
ber the rules for safe walking. Don’t 
let that last-minute present for Aunt 
Sue be the last gift you ever buy. 


. “If you drive, don’t drink—if you 


drink, don't drive.” Drunken driving 
has shown a marked increase over the 
past few years, partly because of the 
mistaken idea many people have that 
the danger zone for intoxication 
doesn’t include that “one little cock- 
tail.” You may think that a few drinks 
couldn't possibly make any difference, 
especially if you plan to counteract 
them with a cup of black coffee, but 
studies have shown that even a few 
drinks (regardless of a coffee chaser ) 
can dim your faculties and slow down 
your responses—and make you less 
aware of just how much the alcohol 
is affecting you. At office parties and 
other social affairs where drinks are 
served, arrange rides (or use a taxi) 
for guests who have imbibed freely. 
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Don’t try to mix alcohol and gasoline 
—they’re dynamite! 


. On foot or behind the wheel, dark- 


ness means “proceed with caution.” 
Remember that it’s just as hard for 
you to see others as it is for them to 
see you. 


. Snow, rain, sleet and ice make driving 


difficult and are a signal to “Slow 
Down!” Reduced speed is your most 
important protection against the bad 
weather hazards so often encountered 
in December. Use tire chains to re- 
duce stopping distance when pave- 
ments are snowy or icy and watch for 
ice patches on seemingly dry pave- 
ments, especially around curves, be- 
yond hillcrests, on bridges and in 
shaded spots. 


. Keep your windshield and windows 


clear at all times; beware of accumu- 
lated snow and ice, particularly on 
rear windows. If you live in a cold 
weather area, carry a scraper at all 
times to clean windows. 


. Proper vehicle maintenance is a 


MUST. Give yourself every possible 
mechanical advantage by keeping 
windshield wipers, headlight and tail- 
lights, etc., in top condition at all 
times. 


. Remember that as a walker or driver, 


you are still a human being, and that 
as such you have a responsibility to 
others. The spirit of brotherhood and 
concern for our fellow men should be 
a part of our motor manners, too, if 
we want to keep Christmas a merry 
—and safe—time of the year. 
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ing of good cheer and kindly wishes will be heard 

by all of us hundreds of times. Also to our ears 
will come the traditional music that is such an inspirational 
part of this season. “Oh Come All Ye Faithful” and “Silent 
Night” will penetrate our hearts and minds, and the drama- 
tization of Dickens’ immortal “Christmas Carol” will move 
us as deeply as it did when we were little children. 

Christmas, one of the most sacred days in the Christian 
year, is a season of giving, but, in a broader sense, it is a 
season of receiving for it is at this season of the year we 
receive a gift of an especial love for one another. This is 
really a Divine gift without price because it far exceeds 
the intrinsic value of any material object and comes from 
Him whose birth is being celebrated. It is through such 
a gift that our daily lives are changed, our situations trans- 
formed and our lives enriched. 

As secretaries, we know that in business and industry the 
“Golden Rule” prevails as a measure of personal and cor- 
porate conduct. To deviate from strict honesty, cheerful 
service and genuine helpfulness means eventual failure. 
Doing for others less fortunate than ourselves is a principle 
of His that we have accepted since our childhood days. 

Not just at this time of the year but throughout the en- 
tire twelve months we have a daily opportunity to demon- 
strate the true spirit of Christmas in our lives. Maybe it 
is the unexpected kindly act to the timid person who ap- 
proaches us with fear. Perhaps it is a thoughtful word of 
encouragement to the new employee who is trying but is 
somewhat discouraged. It might even be a simple but sin- 
cere suggestion that makes life a little easier for someone 
else. Maybe it is in replacing our own sense of self-impor- 
tance with one of deep humility. 

Let us resolve to make the spirit of Christmas really 
show forth in our lives—not just at the close of this year 
but throughout the coming year so that there may be a 
new and deeper meaning for us in the Season’s Greetings! 


MERRY CHRISTMAS! HAPPY NEW YEAR! 


Your National Officers 


De: the days to come, this familiar annual greet- 
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GRXXTINGS! 


A Mxrry Christmas to you 
And a Nxw Yxar full of glxx! 
As for us, our wants arx fxw 
As you can plainly sxx. 


Don't want clothxs or candy. 
Don't want skatxs or skis. 
Just want a guy that's handy 
At fixing typing kxys. 


Thxsx typxwritxrs surx savx timx; 
And whxn you'rx busy as can bx, 
It hxlps to swiftly typx a rhymx 


--BUT HOW WX MISS THAT # ! * "x"! 


BILL ARTER 











TELL 


until you try Sphinx Papers. 
Their fine quality, wide vari- 
ety, convenient packaging 
and economical prices have 
made them highly popular 
with secretaries everywnere. 
Ask your favorite stationer for 
Sphinx Typewriter Papers... 
today! You'll be glad you did! 


SAXON PAPER CORPORATION 


240 WEST /8th STREET + NEW YORK Il Y 
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by DR. RUTH I. ANDERSON 
Dean, Institute for Certifying Secretaries 


The Institute For Certifying Secretaries Announces The 1955 CPS Winners 


Monique C. Albert 
Bristol, Conn. 
Ethel Marie Anderson 
St. Albans, W. Va- 
Helen M. Anderson 
Minneapolis, Minn. 
Mrs. Beatrice L. Angell 
Minneapolis, Minn. 
Nora L. Angus 
Anderson, Ind. 
Marian F. Austin 
Minneapolis, Minn. 
Catherine M. Back 
Chicago, Ill. 
Elizabeth Baker 
Washington, D. C. 
Mrs. Helen R. Baldwin 
Toledo, Ohio 
Marjorie Ball 
Burlington, N. C. 
Alta Mae Ballard 
Port Arthur, Tex. 
Shirley Barlow 
Arlington, Va. 
Dorothy E. Barrett 
Minneapolis, Minn. 
Mrs. Virginia Bartholemew 
Mason, Mich. 
Madeleine G. Beaudet 
Providence, R. I. 
Mrs. Patricia M. Beaudet 
Detroit, Mich. 
Mrs. Ellarie Becker 
Phoenix, Ariz. 
Mrs. Alfhild S. Bergman 
Merrill, Wis. 
Diana Bernstein 
Orange, Calif. 
Yvette M. Binette 
Washington, D. C. 
Mrs. Marie E. Bishop 
Oakland, Calif. 
Hildegarde C. Bitz 
Washington, D. C. 
Mrs. Minnie Echols Black 
Atlanta, Ga. 
Mrs. Imogene S. Blake 
Chattanooga, Tenn. 
Mrs. Kate Lyle Blevins 
Chattanooga, Tenn. 
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Elizabeth A. Bliss 
Ann Arbor, Mich. 

Mrs. Lorene Bolt 
Austin, Tex. 

Helen C. Bonnar 
Pittsburgh, Pa. 

Mrs. Alice E. Bowman 
Long Beach, Calif. 

Rosemary Breen 
Lorain, Ohio 

Mrs. Marie Brown 
Highland Park, N. J. 

Isabel M. Bruce 
Washington, D. C. 

Mrs. Eula Onayle Bulkley 
Austin, ‘cx. 

Mrs. Dorothy T. Byrd 
Claremone, Okla. 

LaVone Carlsson 
Wichita, Kans. 

Margaret O. Carlson 
Minneapolis, Minn. 

Mrs. Oma C. Cerrone 
South Houston, Tex. 

June L. Cheelman 
Roanoke, Va. 

Mrs. Pauline Chipman 
Fort Lauderdale, Fla. 

Mrs. Mary B. Cline 
Mansfield, Ohio 

Norma L. Clower 
Louisville, Tenn. 

Bernice Coffin 
Midland, Pa. 

Mary Lou Cox 
Denver, Colo. 

Mrs. Mary L. Crane 
Terre Haute, Ind. 

Edna L. Davis 
Cincinnati, Ohio 

Maxine Dawson 
Port Arthur, Tex. 

Ann Jacqueline Dennen 
Memphis, Tenn. 

Catherine E. Dickason 
Cuyahoga Falls, Ohio 

Debra Dingwall 
Falls Church, Va. 

Mary K. Donovan 
Charleston, W. Va. 


Mrs. Eleanor M. Downing 
Oak Ridge, Tenn. 

Mrs. Lottie Doyle 
La Habra, Calif. 

Mrs. Sara Driscoll 
Houston, Tex. 

Mrs. Dorothy M. Dubay 
Baltimore, Md. 

Mrs. Ethel M. Dudley 
Lakewood, Calif. 

Marjorie Dunster 
Richmond, Calif. 

Macquelin Ellis 
St. Petersburg, Fla. 

Mrs. Joan S. Farrar 
Camillus, N. Y. 

Mrs. Lenore S. Forti 
Detroit, Mich. 

Mrs. Rosemary T. Frandsen 
Orlando, Fla. 

Mary Louise Franques 
Lafayette, La. 

Mrs. Lucille P. French 
Denver, Colo. 

Martha E. Fuller 
San Antonio, Tex. 

Mrs. Yvonne H. Gabet 
Houston, Tex. 

Maryalice Gallagher 
Brighton, Mass. 

Mrs. Amelia Garrick 
Oak Ridge, Tenn. 

Kathalee N. Garrison 
Los Angeles, Calif. 

Genevieve Gray 
Akron, Ohio 

Anne M. Guardino 
Milford, Conn. 

M. Madeleine Guertin 
Hartford, Conn. 

Phyllis W. Gurney 
Portland, Ore. 

Mrs. Louise Hamilton 
Wichita, Kans. 

Mrs. Eva Gene Hanchey 
Shreveport, La. 

Shirley W. Harder 
North Hollywood, Calif. 

Mrs. Ferne E. Haws 
Long Beach, Calif. 


Mrs. Dorothy Hathaway 
Waltham, Mass. 

Freda Haworth 
Pawtucket, R. I. 

Mrs. Victoria Hazlett 
Seattle, Wash. 

Mrs. Irene Loynes Heath 
Owosso, Mich. 

Mrs. Audra Heise 
Columbus, Ohio 

Mrs. Muriel H. Hiatt 
Manhattan Beach, Calif. 

Alice Hoare 
Brooklyn, N. Y. 

Mrs. Jean B. Huffington 
Willoughby, Ohio 

E. Lorraine Johnson 
Turlock, Calif. 

Mrs. T. Evelyn Johnson 
Kalamazoo, Mich. 

Frances E. Jones 
Philadelphia, Pa. 

Margaret R. Jones 
Louisville, Ky. 

Mrs. Ruth W. Keller 
Indianapolis, Ind. 
Mrs. Evelyn Mae Keseg 
Columbus, Ohio 

Mrs. Thora S. Kille 
Bowling Green, Ohio 

Charlotte Kimm 
Houston, Tex. 

Mildred F. Kinney 
Hartford, Conn. 

Mollie Kleinitz 
Bronx, N. Y. 

Mrs. Margaret W. Knight ’ 
Beaumont, Tex. 

La Verne Kruggel 
Chicago, Ill. 

Mrs. Ruth W. Kuffel 
Kalamazoo, Mich. 

Marguerite Kurtz 
Warren, Ohio 

Vida E. Kuyper 
San Francisco, Calif. 

Eleanor E. Lappage 
Birmingham, Ala. 

Mrs. Esther F. Leavitt 
Bloomington, Ind. 
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Miriam E. Leedy 
Ashland, Ohio 

Mrs. Erma V. Lewis 
Wichita, Kans. 

Mrs. Lois Lientz 
Evanston, III. 

Mrs. Bertha H. Long 
Newark, Ohio 

Yvonne Lovely 
Oak Ridge, Tenn. 

Dimple L. Lowry 
Lake Jackson, Tex. 

Gladys Lund 
Minneapolis, Minn. 

Dorothy MacKenzie 
Toledo, Ohio 

Hallie R. Madeley 
Houston, Tex. 

Mrs. Edward A. Marod 
Grand Haven, Mich. 

Josephine A. Martin 
Washington, D. C. 

Wilma L. Maxwell 
Chicago, IIl. 

Marion T. McCarthy 
Syracuse, N. Y. 

D. Vivian McManus 
Taylorville, Ill. 

Christinia McMillan 
Flint, Mich. 

Van Ouida Mead 
Dallas, Tex. 

Violet M. Menning 
Minneapolis, Minn. 

Mrs. Marjorie Jean Miller 
Austin, Tex. 

Mrs. Frances Peek Mitchell 
Anderson, Ind. 

Mrs. Margaret H. Montague 
Sacramento, Calif. 

Mildred T. Moore 
Austin, Tex. 

Mattie L. Mueller 
Dallas, Tex. 

Ruth E. Muenkel 
Queens Village, N. Y. 

Mrs. Ethel Grace Neal 
Waynesboro, Pa. 

Jean S. Nelson 
St. Paul, Minn. 

Myrna B. Nissen 
Minneapolis, Minn. 

Mrs. Vera G. O’Bryant 
Memphis, Tenn. 

Betty A. O’Connor 
Omaha, Nebr. 

Mrs. Alice O'Malley 
Waukesha, Wis. 

Sarah E. Osborn 
Pittsburgh, Pa. 

Mrs. Elvira W. Palmer 
Tuskagee Institute, Ala. 

Mrs. H. E. Peabody 
Clearwater, Fla. 

Dorothy L. Peery 
Amarillo, Tex. 

Mary I. Pena 
Detroit, Mich. 

Vera Pennekamp 
Denver, Colo. 

Mrs. Helen Peterson 
Mission, Kans. 

Dorothy H. Pilch 
Brooklyn, N. Y. 

Mrs. Agnes T. Pinkowski 
Chicago, Ill. 

Verla M. Pond 
Richmond, Va. 


Winifred Popham 
Detroit, Mich. 

Mrs. Alice Powell 
Taylor, Tex. 

Mrs. Pauline Wall Punch 


Tuskagee Institute, Ala. 


Mrs. Thelma R. Quinton 
Chattanooga, Tenn. 
Mrs. Helen Fartery 


Portuguese Bend, Calif. 


Mrs. Kathleen B. Ranger 
San Bernardino, Calif. 

Helen Patricia Reed 
Niagara Falls, N. Y. 

Mrs. Dorothy S. Reed 
Anaheim, Calif. 

Sibyl I. Reser 
Houston, Tex. 

Elinor E. Retzke 
Toledo, Ohio 

Esther L. Roberts 
Toledo, Ohio 

Gertrude E. Rodrigue 
West Hartford, Conn. 

Ruth M. Rogers 
Fulton, N. Y. 

Patricia A. Rose 
Milwaukee, Wis. 

Dorothy L. Savage 
Fanwood, N. Y. 

Mary B. Sawers 
Middletown, Conn. 

Mrs. Effie W. Sawyer 
Gadsden, Ala. 


Edward J. Scheib 
Flushing, N. Y. 
Leona Schroeder 
Detroit, Mich. 
Ruth E. Schultz 
Stamford, Conn. 
Elizabeth Shaw 
Louisville, Ky. 
Catherine Shehan 
Warwick, R. I. 
Mrs. Evelyn K. Slagele 
Chattanooga, Tenn. 
Beebe A. Sloan 
Denver, Colo. 
Pearl F. Slosser 
Pittsburgh, Pa. 
Mrs. Edna C. Smith 
Phoenix, Ariz. 
Mrs. Wilma A. Smith 
Gainesville, Fla. 
Elizabeth Sorenson 
Tulsa, Okla. 
Sally Sorenson 
Blair, Nebr. 
Mrs. Edna B. Souder 
Norwalk, Calif. 
Jean Claire Spickler 
Philadelphia, Pa. 
June E. Sprague 
New York, N. Y. 
Betty R. Stites 
Tulsa, Okla. 
Beulah Taylor 
Winston-Salem, N. C. 


Hazel L. Taylor 
Knoxville, Tenn. 
Carolyn J. Turner 
Washington, D. C. 
Mary H. Waddell 
Schenectady, N. Y. 
Mrs. M. Claire Wagner 
Trenton, N. J. 
Nina Waite 
Durham, N. C. 
Luella I. Walter 
San Jose, Calif. 
Mrs. Dorothy Weiss 
Jersey City, N. J. 
Mrs. Jean S. Welch 
Tracy, Calif. 

Mrs. Betsy G. West 
Portland, Oreg. 
Mrs. Jo Whittenburg 
Ooltewah, Tenn. 

Mrs. Ann Whyte 
East Rockaway, N. Y. 
Mary Jean Williams 
Houston, Tex. 

Mrs. Velma M. Winey 
Los Angeles, Calif. 
Mrs. Lillian M. Wood 
Long Beach, Calif. 
Rosalie Yarborough 

Washington, D. C. 
Avice M. Young 
Houston, Tex. 








Welcome New Chapters . . . 


ATTLEBORO, MASS. 
( Attleboro Chapter ) 
President 
Gertrude L. Lamoureux 
36 Manville Road 
Woonsocket, Rhode Island 


Vice President 
Virginia V. Bridges 
15 Hope Street 
Attleboro. Mass. 
Corresponding Secretary 
Mrs. Phyllis Gariepy 
83 Hazel Street 
Attleboro, Mass. 
Recording Secretary 
Mrs. Jeanne Cronin 
9 Foley Street 
Attleboro, Mass. 
Treasurer 
Mrs. Addie Ladabauche 
551 South Main Street 
Attleboro, Mass. 


NEW BEDFORD, MASS. 
(New Bedford Chapter) 


President 
Otilia Sylvia 
111 Sagamore Street 
New Bedford, Mass. 


Vice President 
Mrs. Ruth E. Braley 
500 Elm Street 
New Bedford, Mass. 


Corresponding Secretary 
Eugenia Tavares 
New Bedford Police Dept. 
25 Spring Street 
New Bedford, Mass. 
Recording Secretary 
Vivian Dusseault 
704 Summer Street 
New Bedford, Mass. 
Treasurer 
Mrs. Elsie E. Maudsley 
91 Clifford Street 
New Bedford, Mass. 
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LUFKIN, TEXAS 
(Tall Timber Chapter) 
President 
Billie Jo Jumper 
Memorial Hospital 
Box 940 
Vice President 
Mrs. Frances Cross 
. O. Box 542 
Nacogdoches, Texas 
Corresponding Secretary 
Mrs. Lottie Wimp 
Southern Pine Lumber Co. 
Diboll, Texas 
Recording Secretary 
Mary Lee King 
P, O. Box 882 
Nacogdoches, Texas 
Treasurer 
Elizabeth Jenkins 
Southland Paper Mills 
P. O. Box 149 


CHAMPAIGN-URBANA, ILLINOIS 
(Champaign-Urbana Chapter) 
President 
Mary E. Jones 
105 East John Street 
Champaign, Illinois 
Vice President 
June K. Quint 
Rantoul City Schools 
400 E. Wabash Ave. 
Rantoul, Illinois 
Secretary 
Helen Knights 
University of Illinois 
Room 311, Library 
Urbana, Illinois 
Treasurer 
Mrs. Bessie E. Dunn 
306 N. State 
Champaign, Illinois 


CORAL GABLES, FLORIDA 

(Coral Gables Chapter ) 
President 

Mrs. Clara Johnson 

818 Pizarro Street 

Coral Gables, Florida 
First Vice President 

Mrs. Katie McCorquodale 

79 N. E. 50th Street 

Miami, Florida 
Second Vice President 

Mrs. Wilda M. Hovan 

The H. & W. B. Drew Co. 

2812 Ponce de Leon 

P. O. Box 7133 

Coral Gables, Florida 
Corresponding Secretary 

Jeanne Sainthill 

344 Mendoza Avenue 

Coral Gables, Florida 
Recording Secretary 

Penny Morgan 

912 Milan 

Coral Gables, Florida 
Treasurer 

Mrs. Vickey Goff 

Oris Elevator Co. 

1330 N. E. 1st Court 

Miami, Florida 


ATHENS, OHIO 
( Athens Chapter ) 
President 
Mrs. Doris I. Simons 
19 Franklin Avenue 
Athens, Ohio 
Vice President 
Jeanne A. Stanko 
East State Street, Apt. 7-F 
Athens, Ohio 
Secretary 
Mrs. Betty Saxton 
6 Belmont Drive 
Gallipolis, Ohio 
Treasurer 
Mrs. Robbin Bishop 
400 Elmwood Place 
Athens, Ohio 
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EOPLE who collect stamps are fond 
of relating that every stamp has 
some history or tradition behind 
ir. And it is so with china, coins, old 
silver and other equally interesting col- 
lections. 

But ask Mr. Wrightson Christopher, 
a Christmas legend collector for many 
years, and his eyes will light up with the 
true collector's joy in telling of his 
prized possessions. “The roots of Christ- 
mas customs go very far into the folk- 
lore of the Scandinavians, the Europeans, 
the Romans, even into prehistoric Druid 
times. The Christmas legends we know 
today often come down so far their ori- 
gin is lost in antiquity. Later legends 
are closely allied to the religious begin- 
nings of this day.” 

A genial gentleman in his early fifties, 
Christopher is general manager of Rust 
Craft, and a leading collector of Christ- 
mas legends. He has found that the 
legends of old have a place on modern- 
day greeting cards—that people actually 
do practice in their homes the customs 
of an earlier day. 

“Take the word ‘Yule’ itself . . . this 
word originated with the ancient North- 
ern peoples who thought of the sun as a 
wheel revolving around the earth and 
which reached its solstice in the winter. 
This cycle of the sun was known to them 
as the Hweol.” 

Peering further into the ancient his- 
tory of the Druids, Mr. Christopher 
learned that the priests of this ancient 
people were among the first to celebrate 
the Yule period by burning a log which 
they blessed with much ceremony. Every 
year a brand was saved to rekindle the 
new fire. 


Soviets fail to squelch 
Christmas bebind 
the IRON CURTAIN 






Among other Europeans, the Romans 
were the first to celebrate the season in 
a pagan ceremony consisting of a pro- 
cession and the lighting of candles. Later 
the Christians merged this ceremony 
into the festivity commemorating the 
birth of Christ. And, as it happens, this 
was later merged in other parts of Europe 
with the winter solstice festivities. 

The traditions of Christmas are many. 
Some can be traced, but most are lost in 
the dim recesses of history. The story of 
St. Nicholas, patron saint of children, 
is one rooted in fact. A man named 
Nicholas was born in Asia Minor back 
in the 9th or 10th century, the son of a 
wealthy bishop and a charitable mother. 
When his parents died, Nicholas gave 
away everything his parents left him. 
After his death he was named as the 
patron saint of children whom he par- 
ticularly loved. 

“I am often asked,” notes Mr. Chris- 
topher, “whether homes all over the 
world have Christmas trees. The answer 
is no. It is the Christmas crib which is 
more widely known as a symbol. It is the 
creche in France, the Nacimiento in 
Spain and the Krippe in Germany. In 
many European countries the crib is car- 
ried through the streets by groups of 
singing children and is a feature in many 
homes during the Christmas holidays 
just as the tree is in the Northern Euro- 
pean countries and here.” 

Poring among the works of ancient 
historians, Christopher has found that 
the first mention of gifts at this season 
was the result of the custom instituted 
by Roman emperors who “invited” their 
subjects to make gifts to the monarch at 
this season. It was less a religious cele- 


AT 128 time of celebration lst yen 
an Odessa broadcast told Russian 
listeners that “Christmas is a capital 
invention 0s make oi tccihee avcke ta 
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bration and more a means of obtaining 
these emoluments for themselves. But it 
is a custom we have taken over in a 
completely different spirit today. 

It is interesting that Santa Claus is 
not widely known around the world as a 
gift-bringer. Mostly, it is the Wise Men 
who arrive bearing gifts, especially in 
Eastern and Southern Europe. In Hun- 
gary the gifts come from the Angels, in 
Poland from the Stars, in Greece St. 
Basil is the gift-bestowing patron saint, 
while in Denmark it is an elf—Jule- 
nissen. 

Among the ancient legends of Christ- 
mas is the legend of the Christmas can- 
dle. It tells of a shoemaker who lived in 
a cottage on the edge of a village. Al- 
though a poor man, he placed his can- 
dle in the window each night to guide 
travelers. Despite wars and hardships and 
illness his light never wavered. This in- 
spired the villagers and at the Christmas 
season nearly every villager placed a 
candle in his window. The custom grew 
and became universal. This beautiful 
story has been enshrined in a “legend 
card” offered by the Rust Craft company. 
Another undying tale is the legend of 
the Christmas Rose. A little shepherdess 
watching from afar wept because she 
had no gifts to offer the Christ Child. 
As her tears fell to the ground, flowers 
sprang up. These the child gathered and 
hastened to bring to the infant Jesus to 
add to the gifts brought by the Wise 
Men of gold, frankincense and myrrh. 

Europe, and for that matter, all the 
world, is filled with reminders of ancient 
Christmas customs. The “Wassail” bow], 
today the Christmas punch bowl, is de- 
rived from the ancient Saxons. In those 
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days, “Wassail” was a greeting which 
meant “What hails?” or “How fare you?” 

Christmas carols, for the most part, 
are known in all parts of the world. 
Their origin, in most cases, is lost, but 
they are thought to be the spontaneous 
outburst of joyousness of ancient peoples 
at the Christmas season. 

There is an interesting German leg- 
end which explains the origin of the 
pine cone, widely used at Christmas 
time. This tells of a poor woman climb- 
ing a mountain to pick up pine cones 
for fuel. She was approached by an elf 
who told her to “take only the cones 
under this tree.” The woman picked up 
the cones indicated and when she ar- 
rived home she found that they had all 
turned to pure silver. Thus, the silver 
pine cone which we know today. 

A feature of the Mexican Christmas 
celebration is the unique Pinata, or frag- 
ile earthenware, painted with a doll’s 
face, a bullfighter or some other figure. 
Children are blindfolded and given 
sticks. When the jar is shattered, a 
shower of gifts, fruits and sweets tum- 
bles out. 

The Bohemians have a tradition that 
if a girl cuts a hole in the ice at mid- 
night on Christmas Eve she will see her 
future husband. Thus, as midnight ap- 
proaches on the Holy Day, you will see 
girls with little hatchets wandering out 
to nearby lakes and frozen brooks, 
anxious to see the face of their lover-to- 


Japanese Christmas cards usually bear 
a symbol of the stork, which is a way of 
saying “I hope you live one thousand 
years,” believed to be the life cycle of the 
stork. The turtle is used similarly be- 





cause a turtle is supposed to live 10,000 
years. 

Many of the well-known legends have 
been immortalized in Christmas Cards. 
One legend has it that when Christ was 
born all the trees burst into blossom and 
bore fruit. Birds sang and all the forest 
was transformed into a magic garden. 
There was a sound of bells on the night 
air and a multitude of angels singing. 

Thus, today our Christmas cards often 
show a star at the top of a tree trimmed 
with shining balls, glittering tinsel, tink- 
ling bells and candy canes, all proclaim- 
ing the happy message. 

Another legend immortalized in cards 
is the origin of Christmas bells. In the 
town of Lochen, Holland, there once 
hung in the church tower two bells with 
a clear tone unforgettable to those who 
heard them. However these bells had 
never been baptized and one night, so 
the story goes, they disappeared from 
the church tower. 

At midnight on the eve of Christmas, 
the familiar bell tones were heard 
through the town. Though the bells were 
never found, their chimes continued to 
ring out over the town each Christmas 
at midnight. Today Christmas bells have 
become traditional. 

Wrightson Christopher, the man who 
collects Christmas legends, uses religious 
and folktale “symbols of happiness” on 
Christmas greeting cards. In the friendly, 
loving custom of card sending, Christ- 
mas legends are universally interesting 
as they help to portray the true spirit 
of the Christmastide. 
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Soviets Fail to Squelch 
Christmas .. . | 


(continued from page 13) 


clubs and organizations throughout the 
country. At these parties, Grandfather 
Frost, far from being jolly and some- 
times hilarious and frivolous, is charged 
with serious responsibility in the Soviet 
State. During the holiday period, cele- 
brated from January 6 through January 
16, he lectures to children and their 
parents on the virtues of the Communist 
dictatorship. You can easily recognize 
his speech by his sign-off line: 

“To whom do we owe all the good 
things in our Society?” 

The children used to answer in chorus, 
“Stalin!” This year, they shout “Khrush- 
chev!”—or “Bulganin!” 

Some 50,000 children in Moscow, 
alone, are expected to participate in such 
“festivity.” They will be given a bag of 
candy and a toy. They will watch vaude- 
ville entertainment, too, featuring sing- 
ers, dancers, jugglers. A typical panto- 
mime skit, which makes no religious 
reference to Christmas or Santa Claus, is 
that which tells of a girl and boy who go 
to the North Pole to bring back Grand- 
father Frost. He arrives in a red sleigh 
(of course it’s a red sleigh), driven, not 
by his famous reindeers, but by a young 
Soviet athlete. 

To compensate for the so-called favors 
of feeding the clamor for Christmas, the 
Soviet leaders have high-pitched their 
ideological opposition to religion. 


Grandfather Frost carefully explains 
to his children, as they sit around a glit- 
tering, giant revolving fir tree that, when 
they trim their own New Year's tree 
(not called a Christmas tree because the 
birth of Christ and the Christmas holi- 
day is not officially recognized ) , it should 
be ornamented with silver hammers and 
sickles—symbol of all good little girls 
and boys who work hard. They are also 
told that the Red Star of the Soviets 
should replace the “sick myth” of the 
White Star of Bethlehem. Then Grand- 
father Frost proudly points to his own 
figurine which sits at the base of the 
tree. “Never use angels,” he advises chil- 
dren. Angels may not spread their wings 
in the atheistic “heaven” of the Soviet 
state. 

Needless to say, no Communist party 
member, nor anyone who was ambitious 
to advance in his life’s work, would ever 
bring his children to such an event. He 
knows well enough to stay out of church, 
too. 
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Perhaps the best explanation of the 
official Soviet attitude toward Christmas 
is in the Soviet Encyclopedia: 

“Christmas, the celebration of the 
‘birth of the Savior’ which was borrowed 
by Christianity from the pre-Christian 
cults . . . is based on the legend that 
Jesus Christ supposedly was immaculate- 
ly conceived by a virgin mother. How- 
ever, it has been established by scientific 
criticism that these legends, as indeed 
the whole content of the gospels, are 
myths, full of all kinds of contradictions 
and religious fantasy. Christmas has 
played a reactionary role in history. Like 
every religious holiday, Christmas is kept 
alive and supported among backward 
groups of workers by reactionary reli- 
gious prejudices.” 


Apparently, the Soviet regime has 
more “backward groups of workers” with 
which to contend than they hoped would 
be around in the enlightened year of 
1956. 


For instance, in Budapest, workers in 
state factories rebelled at working on 
previous Christmases and retaliated by 
staging “slow-downs.” The Hungarian 
regime, therefore, decided to return to 
the traditional practice of declaring 
Christmas an official holiday. Modifica- 
tion of the Kremlin-directed program 
has even included the word “Christmas” 
in Hungarian newspapers. In recent 
years, the word was carefully avoided, 
and such phrases as “The Feast of Father 
Winter” or “Feast of the Fir Tree” were 
used instead. 


In Czechoslovakia, miniature cribs de- 
picting Jesus in the manger were freely 
available this Christmas for the first 
time since 1951. Only three years ago, 
the Communists had boasted that “The 
Christmas crib, formerly the conven- 
tional attribute of Christmas day, is dis- 
appearing. Little Jesus in the stable was 
used to remind working people that it 
was the proper place for the poor. . .” 
This year, however, Czech factories 
turned out enough cribs even for export, 
each one faithfully detailing all the 
biblical data. Also, traditional Christmas 
music was heard throughout Czechoslo- 
vakia. The Communist regime did rule, 
to temper its compromises, that workers 
could not have the afternoon before 
Christmas off if their plants had not 
fulfilled production quotas. 


In Moscow itself, although the Com- 
munist leaders officially decree the prac- 
tice of atheism, many of the manifesta- 
tions of the Christmas spirit cannot be 
squelched and are visible. An observer 





of last year’s Soviet Christmas, said: 
“One of the scenes that will always stay 
in my memory occurred at the great 
Moscow Cathedral during the midnight 


Christmas service . . . Easily 10,000 
Muscovites were there, crushed so very 
tight that it was like one slowly heaving 
body with different uplifted faces . . . 
the flames of thousands of candles all 
served to light up those Russian faces 
and to show the tears . . . There were 
many more thousands old people than 
young, but I was surprised, in view of 
the Soviet government's bitter campaign 
to wipe out religion, to notice as many 
young people .. . It is quite clear that 
the Russian church and the Soviet state 
have reached an uneasy compromise...” 


The Soviet State continues to spend 
millions of dollars yearly trying to jam 
Radio Free Europe Christmas broadcasts 
which smack of “decadent bourgeois 
nonsense.” Religious sermons and es- 
pecially music programs seem to rouse 
the real red temper. The Kremlin leaders 
have never been in harmony with Irving 
Berlin’s “White Christmas,” or such clas- 
sics as “Silent Night,” “Christmas Bells,” 
—favorites all over the world. They are 
finding out that sweet music does indeed 
soothe the most savage anti-Christian 
propaganda they know how to give. 


With the new Soviet leaders has come 
not a “new look” to religion and the 
observance of religious holidays, but a 
sly, long, sideways glance that tries to 
squash more patiently and less belliger- 
ently than it used to. One has only to 
read carefully the subtle utterances of 
Communist Party Chief, Nikita S. 
Khrushchev, in his decree of March 
1955, to realize that Communist aims 
have not changed — they have merely 
adapted new techniques which suit cur- 
rent exigencies. Krushchev, in his “lib- 
eralized” religious decree, ordered be- 
nevolently that there be an end to 
ridicule of religion; that propaganda be 
based on a more “convincing scientific” 
basis. Khruschev emphasized that the 
way to bring religious believers around 
to Communism was, not by discriminat- 
ing against them, but by educating them 
so they might “free themselves from 
religious errors.” 


The same goal remains, with a new 
means-to-the-end calculation. The odds, 
however, appear heavily in favor of mis- 
calculation. The hope of celebrating 
Christmas in the traditional way has far 
from withered away in the hearts of 
millions of people behind the Iron Cur- 
tain. 
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letter writing can be fun 4} 





by ATHENE HENSLEY, San Diego Chapter 


EITERS 


orders, remittances and acknowledgments 


N ORDER letter is one that requests the shipment of 
goods or the rendering of a service, either in ex- 
change for an agreed payment or under some spe- 

cial arrangement. The chief requirement of an order letter 
is clear arrangement and accuracy of specifications and 
details. Delay, financial loss or perhaps legal entanglement 
may follow in the wake of a misinterpreted letter. Every 
detail in an order letter should be checked before the Jetter 
is allowed to go out. 


ESSENTIALS OF AN ORDER 

It is essential that the order specify the following facts: 
Each item should be placed on a separate line; all items 
should be tabulated to show the total value of the order. 
1. Quantity: Give the number of feet, yards, ounces, 
pounds, etc. 2. Catalog Number: The catalog number is 
a short cut to the exact identification of the article. When 
no number is available, every possible item of identification 
such as size, color, material, finish, weight, style, etc., should 
be furnished. 3. Price of each Article: Supply the price of 
each article in any case in which doubt may arise. 4. 
Method of Shipment: Unless there is a fixed agreement 
between the buyer and the seller on shipping methods and 
routes, specify exactly how the shipment is to be sent. Un- 
less such specifications are fixed by the buyer, the seller 
may choose his own method of shipment and route without 
liability. 5. Destination of Shipment: This information is 
necessary if the goods are to be sent to an address different 
from that of the one placing the order. 6. Desired Date of 
Shipment: Need for haste should be given a special note! 
7. Order Number: Firms doing a large volume of business 
number all orders as an added method of check and con- 
trol. 8. Method of Payment: This information is necessary 
if the method is not understood and agreed upon, or if the 
buyer is not a regular customer with credit terms. 
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REMITTANCE LETTERS 
Remittance letters should indicate the amount of the 
remittance and the form in which it is sent. The debtor 
may also specify how the money is to be applied. This is 
important information in case he has more than one ac- 
count, owes a note, or is delinquent on an overdue remit- 
tance. Remittances, except checks, should be acknowledged. 


ACKNOWLEDGMENT LETTERS 


An order letter should be acknowledged on the day it is 
received. In the handling of (1) orders from new customers, 
(2) large orders from regular customers, and (3) defective 
orders, personally dictated replies are necessary. When an 
order from a new customer is received, a personal letter is 
sent on the same day. It should carry the qualities of warm 
appreciation and definiteness. You can use the following 
plan: (a) Thank the customer and welcome him, (b) Re- 
state the order, (c) Make clear exactly how the order is 
being shipped and handled, (d) Express your cordial inte- 
rest in serving him. 

In accepting large orders from old customers, follow the 
same outline, expanding (d) to include vigorous sales 
material to center the customer’s attention on the selling 
points of the goods. Stimulate his enthusiasm and show a 
lively interest in his side of the transaction—the profits 
he should be able to make. 

In handling defective orders, never make the customer 
feel that the fault is his. Ask tactfully for the additional 
information needed, if any. Put the request on the ground 
that the added information will prevent delay and assure 
accuracy in filling the order. Never make the customer feel 
ill at ease for having failed to include sufficient information 
in his original order. Be sure to thank him for the order. 

THE TACTFUL HANDLING OF ORDERS IS PART 
OF THE LIFEBLOOD OF BUSINESS! 
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emy No. | 


HE CALENDAR you looked at this morning has been 
described by a noted businessman as “a smooth and 
subtle thief.” 

He called it that—and he was right—because it takes 
away some of your enjoyment of life and some of your 
money. 

Our calendar has existed—in its present form—for cen- 
turies. Yet, strange as it might seem, the title “Business 
Enemy No. 1” could be awarded to this common element 
in our society! 

Adjustment of business to the vagaries of the present 
calendar costs businessmen millions of dollars annually. It 
never contains the same combination of working days, 
weekends or holidays; months and pay dates vary; there is 
no uniform pattern anywhere! 

Result—constant adjustment in accounting, budgeting, 
production schedules, payrolls and other vital office systems. 

This adds to the consumer’s costs—and a holiday falling 
on a Saturday often deprives the worker of an extra day of 
leisure. 

After so many centuries, it would seem unbelievable that 
a program of “calendar revision” could actually get started 
... But, on July 28, 1954, calendar reform came within our 
reach. On that date the Economic and Social Council of the 
United Nations unanimously adopted a resolution, intro- 
duced by India, asking all governments to “furnish their 
views . . . on the desirability of calendar reform.” 

The major plan under consideration by the Council is 
The World Calendar, containing four equal quarters and 
the twelve present months, balanced by the observance of 
a world holiday at the end of each year. 

A study of The World Calendar by Walter Mitchell, Jr., 
former director of business surveys for Dun & Bradstreet, 
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shows that its adoption would mean “savings of several 
hundred million dollars per year for American business and 
industry.” 

Mitchell gathered information from business firms of all 
types, in many fields, ranging from large corporations to 
small stores. A typical reaction to our present calendar was: 
“It complicates the handling of sales management and pro- 
motion campaigns. It affects the human relations between 
employees and executives.” 

“Most businessmen felt that reform of the calendar is 
long overdue,” reported Mitchell. “My study of the eco- 
nomic costs of the present calendar was confined to the 
United States. But I am sure that businessmen in every 
country are aware of the fact that today’s inefficient calendar 
takes money owt of everyone’s pocket.” 

From a businessman’s point of view, what does The 
World Calendar mean? 

Mitchell reminds us that one of the most significant 
things is the curious fact that a year of 365 days is divisible 
only by 5, not much help in business scheduling. In con- 
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Worldsday (a World Nation)» W or 31 December (365th day), 
follows 30 December every y: 

*The Leapyear Day (another World Holiday), W or 31 June fol- 
lows 30 June in leap years. 


trast, the proposed 364-day operating cycle of The World 
Calendar is divisible by 2, 4, 7, 13, 14, 26, 28, 52, 91 and 
182. 

It can be divided into equal halves and equal quarters of 
91 days (13 weeks) each; it encompasses exactly 52 weeks 
of 7 days each, plus the new World Holiday; in its arrange- 
ment all the various time units—days, weeks, months, quar- 
ter divisions (approximately the seasons)—agree at the 
close of every quarter-year. Thus perfect coordination is 
achieved. 

Under The World Calendar system, most holidays would 
be moved to weekend positions, preferably Mondays. For 
example, Christmas would fall on Monday, December 25. 
(We already have a widespread custom of working on 
Columbus Day and, in return, taking a holiday the Friday 
after Thanksgiving. ) 

Monday holidays under the present calendar are unlikely 
as this would cause the holiday to fall on different dates 
each year. 

With present holidays often falling on a Tuesday or 
Wednesday, a mid-week shutdown is caused—with the em- 
ployer’s loss of money as the end result. With a stabilized 
calendar, these and other difficulties would be absent or 
greatly diminished. 

The story of Standard Time provides an instructive anal- 
ogy: before the days of railroads there was little need for 
Standard Time. Each town set its clocks by some local source, 
such as a jeweler’s chronometer (and the jewelers seldom 
agreed on the same time) or a retired sea captain’s sightings 
on the sun. The resultant confusion was reminiscent of the 
adage that “the best place to start work is where you are!” 

The railroads soon found it could be embarrassing to 
operate without some standard of time, particularly when it 
was necessary to run trains in both directions on the same 
track. Thus on Sunday, November 11, 1883, Standard Time 
was put into effect by the railroads. 

Proponents of The World Calendar system are confident 
that American businessmen will soon reach a similar con- 
clusion, will realize that an orderly calendar would eliminate 
several hundred million dollars worth of waste per annum. 
Workers, many of them union members, enjoy the idea of 
elongated holiday weekends. 

That's why workers and management alike are cheering 
for the new scientific, civil calendar—a major achievement 
of the 20th century. 















New Folder Tells Office Uses of 
X-acto Knives and Blades 


A specially prepared, illustrated folder on the 
office uses of its versatile and economical re- 
placeable-blade knives has just been made 
available by X-acto, Inc. 


Long known and used in offices, art, engi- 
neering and drafting departments for frisket 
and stencil cutting, erasure, sharpening of 
pencils and crayons, newspaper and magazine 
clipping, etching, retouching, pattern-making, 
scale model building, etc., X-acto knives and 
blades are now being used on an increasingly 
large scale specifically for the correction of 
spirit-type duplicating masters. For this pur- 
pose they have been found to be the perfect 
tools for making quick, neat and efficient cor- 
rections and are being recommended as such 
by leading manufacturers of duplicating ma- 
chines and supplies. 

The new folder is available upon request 
from the company at 48-41 Van Dam Street, 
Long Island City 1, N. Y. 








New Rex Recorder Model TN 3 


The revolutionary new indexing system using 
a roll of index slips which pull through and 
tear off plus many new mechanical features 
makes the 1956 model of the Rex Recorder 
the most repair free dictating machine ac- 
cording to the president of American Dictat- 
ing Machine Company, Inc., national head- 
quarters for the Rex Recorder. 





The high fidelity response, produced by the 
magnetic principle of recording, has been in- 
creased in range and quality. This will result 
in better adaptability for conference and tele- 
phone recording. A new idea, now part of 
the Rex Recorder TN 3, is an OFF button, 
which turns the machine on and off and 
automatically leaves the machine in neutral 
position. In addition, the new model TN 3 
Rex Recorder has an input volume control 
which permits use of the machine in all loca- 
tions regardless of interfering noise condi- 
tions. Its neutral or release button permits 
immediate and precise access to any point on 
the disc. The Rex Recorder quick review 
feature, coupled with the magnetic re-dictate 
or correction feature, is so accurate that single 
word corrections can be inserted if a word 
of the same syllable is dictated over the word 
to be corrected. Typists can back space one 
word at a time, if necessary. 


Delivery will begin about January 1, 1956. 
For additional information write: American 
Dictating Machine Company, 65 Madison 
Avenue, New York 16, N. Y. 





Underwood Enters Audio-Visual 
Communication Field 


Underwood's newest addition to its product 
line, the TelExecutive, is the first portable 
electro-mechanical prompting device to be 
produced for commercial distribution. The 
new device is similar to the famous Tele- 
Prompter which is widely used in the tele- 
vision and motion picture industries. It is 
believed the TelExecutive will prove just as 
important to speakers requiring a portable 
unit. 


Among its immediate uses are speaking 
occasions such as after dinner or luncheon 
speeches, corporate meetings, conventions, 
sales meetings, training lectures, political ral- 
lies and sermons. 





The TelExecutive is intended primarily to 
bolster a speaker’s self-confidence and permit 
him to concentrate on getting his message 
across to his audience. It also eliminates the 
tedious chore of memorizing and the fear of 
forgetting. 


A specially designed leather attache case 
is provided, fitted to accommodate the main 
TelExecutive unit, the hand control with 
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which the speaker regulates the speed of the 
script moving across the viewing face, an 
extra script spool, special translucent script 
paper and an editing kit. 

The TelExecutive unit, covered in top- 
grade cowhide, weighs only 11 pounds, 2 
ounces and measures 1144” x 8144” x 5YY”. 
The entire kit, in the attache case, weighs 
18 pounds, 9 ounces, and is almost as light 
and small as a portable typewriter. The en- 
tire kit costs $495. . 

Augmenting the new TelExecutive, Under- 
wood has developed a special typewriter 
equipped with large-size 3” type for prep- 
aration of the scripts. The typewriter is also 
helpful in the preparation of bulletin board 
and promotion material. 

Further information may be obtained by 
writing Underwood Corporation, One Park 
Avenue, New York 16, N. Y. 


New Roto-Kard Unit 


Speeding reference and lightening the work 
load in handling 8” x 5” card records for 
Cost, Credit, Inventory, Ledger, Maintenance, 
Personnel, Pricing, Production, Purchase, 
Sales in one compact electrically or manually 
operated rotary drum. 

Completely mobile for easy rolling to its 

point of use, the Roto-Kard has a capacity of 
6,000 8” x 5” cards (914 pt. stock) for a 
reference record or 4,500 cards for a posting 
record. 
_ Occupying a floor area of only 3.6 square 
feet, the new unit has removable, self-con- 
tained desk-tray segments for job distribution 
and peak load period handling. A Slide-A- 
Deck feature permits, for the first time on a 
drum file, the shifting of complete decks of 
cards between segments, without fear of mis- 
placing or dropping. 





Built to standard desk height, Roto-Kard 
eliminates excessive operator exertion and 
fatigue and maintains a high record-keeping 
efficiency. An easily removed posting shelf 
for front mounting on the unit permits post- 
ings with a minimum of wasted motion. Pro- 
vision is made for quick inserting and easy 
removal of individual record cards without 
card damage. 

For complete description and specifications, 
for either manual or electric operation, to- 
gether with all necessary accessories such as 
cards, guides, signals, etc., contact Remington 
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Rand sales offices in all principal cities or 
write Remington Rand Division, Sperry Rand 
Corporation, 315 Fourth Ave., New York 10, 
N. Y., for a new folder, KD 770. 


IBM Develops Electric Wordwriter 


The Electric Typewriter Division of Inter- 
national Business Machines Corporation re- 
cently announced the development of the 
IBM Electric Wordwriter, an experimental 
device which can print, at the touch of a 
single key button, any one of forty-two 18 
character words or phrases at a rate of more 
than 150 words a minute. 


The idea of the Wordwriter was conceived 
to bring increased accuracy and speed to 
typewriting and to reduce typing effort; how- 
ever, IBM has no present marketing plans 
for the new machine. 


The development model is a standard IBM 
electric typewriter set in a center-well desk. 
Connected to it, and out of sight in the left- 
hand drawer, is a memory system set up in 
a control panel. The typewriter retains all its 
normal functions and can be used as a stand- 
ard electric typewriter for routine work. A 
slight pressure on a foot switch operates like 
a shift and converts it into the Wordwriter. 





The IBM Wordwriter gives typists and 
secretaries a chance to take advantage of stock 
phrases and job-jargon that occur in their 
work, for it is the typist herself who decides 
what is to be stored in the memory unit and 
who can easily wire her wishes into the flexi- 
ble control panel, thereby fitting her Word- 
writer to her individual job. The task of 
memorizing the code is easy because the 
typist sets up the coding system herself, 
choosing which letter key shall represent a 
word or entire phrase. 


Two of the Wordwriter’s most fascinating 
features are conditional hyphenation and op- 
tional capitalization. In conditional hyphena- 
tion, the typist is relieved of having to think 
of the automatically written word’s position 
in the line. If the word “appreciate,” for ex- 
ample, is written automatically at the left- 
hand side or in the middle of the line, hy- 
phenation is disregarded and the word spelled 
out completely. But should it come at the end 
of the line, conditional hyphenation takes 
over, automatically breaking the word in the 
right place and completing it on the next line. 


Optional capitalization works with such 
phrases as “thank you for” which might oc- 
cur either at the beginning of a sentence 
where it requires an initial capital or later on 
where it is spelled entirely in small letters. 
By means of the optional capitalization fea- 
ture the operator can produce a capital letter 
or not, depending on the placement of the 
phrase. 


Since 42 words or phrases, each of which 
may be as long as 18 characters, can easily be 
put into the memory unit, the typist obtains 
the psychological lift of a “rest period” dur- 
ing otherwise routine portions of her work. 
And she can master the mechanism after a 
very short period of instruction. 


Even the everyday business letter shows 
the machine's versatility and practicality. By 
pressing down the Wordwriter switch and 
touching the appropriate key the date line, 
which can be changed by a flick of a button, 
is typed in its proper place and the carriage 
returned to the left-hand margin where the 
name and address are typed in by the typist. 
Then the salutation, “Dear Mr.,” is auto- 
matically written and the addressee’s name 
put in by the typist. In the body of the letter 
standard phraseology such as “in accordance 
with,” “thank you for” and similar phrases 
are typed at the touch of the appropriate key, 
which, in the case of “thank you for” may be 
the “t” key. 

At the complimentary closing of the letter, 
the Wordwriter does some of its fastest, clev- 
erest work. Touching the proper key for the 
closing, the operator can sit back and watch. 
The machine returns to the left-hand margin, 
spaces down two spaces, tabulates to the prop- 
er place on the page and types in the letter 
writer's name, moves the paper up, types in 
his title, moves the paper up again and types 
in the name of his department. Then, a stick- 
ler for perfection, the Wordwriter’s memory 
unit returns the carriage to the left-hand mar- 
gin and types the initials of the signer and 
the typist. While the memory unit is doing 
— the typist may prepare for her next 
etter. 





WANTED... 


A super-secretary with accounting 
background, preferably a CPS and 
career woman, for top-level posi- 
tion with aggressive auto dealer- 
ship in Northwest. Compensation 
dependent upon qualifications and 
experience. Investment in com- 
pany possible. Address reply to: 
The Secretary, One Gateway Cen- 


ter, Pittsburgh 22, Pa. 














FRANCES ALLEY 
1832 East 2nd Street 
Wichita, Kansas 


SOUTHWESTERN DISTRICT 


The October meeting of Golden Gate 
Chapter (San Francisco, Calif.) had 
guest speaker Roy C. Kircher of West- 
ern Asbestos Company whose topic was 
“Parliamentary Law.” New members and 
guests were entertained at the annual 
membership tea on October 29, to ac- 
quaint them with the aims and activi- 
ties of NSA and with the other mem- 
bers. 





* * * 


Gateway Chapter (South Alameda 
County, Calif.) was installed by Lake 
Merritt Chapter (Oakland, Calif.) Oc- 
tober 11, with eleven charter members. 
Seventy members and guests were pres- 
ent. Mrs. Ann Turner, president of Lake 
Merritt Chapter, was the installing of- 
ficer. 

* * * 

California Division Second Vice Presi- 
dent, Dorine George (Santa Monica 
Chapter), while vacationing in Arizona, 
installed the new officers of the Arizona 
Division at a banquet in Phoenix No- 
vember 19. 

* * * 

A workshop on Personality Develop- 
ment Through More Effective Speaking 
began October 29 for members of Lake 
Merritt Chapter (Oakland, Calif.) under 
the direction of Mrs. Martha Hood. Four 
Saturday sessions will be held. The 
chapter is also sponsoring three study 
programs in cooperation with the Ex- 
tension Department of the University 
of California, for secretaries preparing 
for the CPS examination and to assist 
those who wish to increase their pro- 
ficiency on the job. As the result of a 
tour of the Poliomyelitis Respiratory and 
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Rehabilitation Center at Fairmont Hos- 
pital in San Leandro, California, mem- 
bers are assembling new books into 
roller form for the polio patients. 

* * * 

The Education Committee of Houston 
Chapter (Tex.) is sponsoring fall lec- 
tures on CPS subjects, open to all secre- 
taries. The series opened October 17 
with a field trip to an office supply 
house where various machines for re- 
producing business records were demon- 
strated. October 24 Fred Collier, training 
supervisor for Houston Oil Company of 
Texas, discussed “How to Disagree with 
the Boss.” At the October meeting a 
talk was given by Erroll D. Fry of IBM 
regarding the amazing developments in 
electronics and automation in the busi- 
ness office. Dr. Ruth I. Anderson, dean 
of the Institute for Certifying Secretaries, 
was guest speaker at the Chapter’s CPS 
award dinner. 

* * * 

The October dinner meeting of Red- 
bud Chapter (Oklahoma City, Okla.) 
terminated the chapter's “Secretaries 
Roundup.” Guest speaker was Dr. Gerald 
A. Porter, professor of business educa- 
tion at the University of Oklahoma. A 
short skit was presented by Mr. Don 
Sussex, manager, electric typewriter divi- 
sion, IBM Corp., and chapter members. 

* * * 

The Waterwheel in Anaheim was the 
scene of a combined Bosses’ Night and 
Second Birthday Party of Orange Empire 
Chapter (Santa Ana, Calif.). President 
Peg Dozier discussed the progress of 
NSA. The CPS program was explained 
by Virginia Hughes. “Eat Your Apple 
Now” was the topic of Lloyd Prante, 
principal of John Adams High School, 
Los Angeles. 

* * * 

Sun and Sage Chapter (El Paso, Texas) 
enjoyed meeting “Secretary of the Year” 
Mrs. Alice Huntley when she visited in 





El Paso. Division President Virginia 
Bell visited the chapter October first 
week end and spoke at a banquet. She 
was honored at a luncheon. The October 
meeting featured a Halloween theme 
with a talk “Do You Live in a Haunted 
House?” (on mental health) by Mrs. 
Andrew Eck, Woman’s Auxiliary of the 
El Paso County Medical Society. Mrs. 
Lois W. Thomas led a panel discussion 
on the aims, purposes and accomplish- 
ments of NSA. The presentation of the 
chapter's annual “Lelah Black Scholar- 


ship Award” concluded the evening. 
* * * 


Eight of the thirteen members of 
Sierra-Mar Chapter (Santa Barbara, 
Calif.) attended the Regional Meeting 
in Los Angeles. Guest speaker at the 
November meeting was Francis Price, 
Sr., Santa Barbara attorney and authority 


on California history. 
* * * 


Los Angeles Chapter (Calif.) cele- 
brated its ninth birthday October 5 
entertaining members, their families and 





Attending the Tri-Chapter Meeting in 
Orange, Texas, are: Maxine Dawson, pres., 
Woodworth Chapter; Ruby Boehme, pres., 
Orange Chapter; Mrs. Eleanor Lavelle, 
SWVP; Lutie Ruth Carter, T-L-NM Div. 
secy.; and Mrs. Florence Ryczak, vice pres., 
Port Chapter. 
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friends. Kay Herron and Marydee Hattic 
told their experiences while touring the 
Middle East and Europe this past sum- 
mer. “Secretary Silhouettes” was the 
theme of the annual Fashion-Brunch 
held at Hotel Statler. 

* * * 

The Anacacho Chapter (San Antonio, 
Tex.) had as its guest Dr. Ruth I. An- 
derson, dean of the Institute for Certify- 
ing Secretaries, November 25. The chap- 
ter and nearby chapter members enjoyed 
a most interesting and educational talk 
by Dr. Anderson. Four members at- 
tended the Regional Meeting in Albu- 
querque, New Mexico. 

* * * 

Since the formation of Monterey Pen- 
insula Chapter (Monterey, Calif.) last 
June the chapter has added $850 to the 
treasury by various activities; has initi- 
ated six new members and held its first 
CPS study lesson October 20. At present 
the chapter is working on the formation 
of several new chapters. 

* * * 

At the October meeting of the St. 
Louis Chapter (Mo.) Missouri Division 
Vice President Margaret McCormick be- 
stowed the chapter's first honorary mem- 
bership upon Emma Purnell, MA, on 
the staff of Lindenwood College, St. 
Louis, Missouri, for her invaluable aid 
in promoting the CPS program. Presi- 
dent Anne Frohman reported the high- 
lights of the Regional Meeting in Little 
Rock. 

* * * 

Sergeant Ricallo of the Los Angeles 
Police Department spoke on the pros 
and cons of capital punishment at a 
meeting of the San Fernando Valley 
Chapter (Burbank, Calif.). Guests at 
the October dinner were the heads of 
the secretarial department and two stu- 
dents from each of the three junior 
colleges in the Valley, and Dorothy Dev- 
lin, president of the Los Angeles Chap- 


ter. ~— -— - 


Since jury service for women is new 
in Texas, Big D Chapter (Dallas, Tex.) 
enjoyed hearing one of the first women 
grand jurors in Texas at the November 
meeting. Two members have already 
been called for duty. A luncheon was 
held December 3 for two new CPS 
holders. 

* * * 

September 29 was NSA day at the 
Los Angeles County Fair in Pomona, 
California, sponsored by the Queen 
Beach Chapter (Long Beach, Calif.). A 
feature race was named for the chapter. 
Mrs. Alice Huntley, “Secretary of the 
Year,” presented a trophy to Harry Field, 
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owner of Nov’s Image, winning horse. 
The trophy was donated by Mrs. Jo 
Maes Knoerr (Queen Beach Chapter). 
The chapter is purchasing the dishes and 
silverware for the dining room of the 
new Exceptional Children’s Foundation 
Building. 
* * * 

Two hundred secretaries attended the 
Secretarial Workshop sponsored by Val- 
ley of the Sun Chapter (Phoenix, Ariz.) 
October 22. Vice President Mary Lou 
Young opened the meeting with “The 
Meaning of NSA and CPS,” followed by 
a panel discussion on “The Secretary— 
A Professional Person.” Moderator was 
Malcolm Bayley, vice president and di- 
rector of public relations for National 
Life & Casualty Insurance Company. 
Panel members were E. J. Shannon, 
Phoenix Employment Manager of 
Mountain States Telephone & Telegraph 
Company, David V. Nelson, assistant 
professor of Office Management at Ari- 
zona State College at Tempe, Mrs. Mere- 
dith Howard Harless, realtor, and Mrs. 
Dorothy Y. Miller, CPS, office manager 
of Arizona Distributing Company. Fol- 
lowing the luncheon the group divided 
into seminars rejoining for three minute 
resumes of each seminar. Frances Davis 
was general chairman. 

* * * 

“An Autumn Harvest” was the theme 
of the tri-chapter meeting of Port (Lake 
Charles, La.) , Woodworth (Port Arthur, 
Tex.) and Orange (Tex.) Chapters held 
October 22 with Orange Chapter as 
hostess. Members of these chapters and 
guests from Tower Lights (Austin, 
Tex.), Mainline (Galveston County, 
Tex.) and Houston (Tex.) Chapters 
were inspired by the talks of Mrs. Eleanor 
Lavelle, SWVP, and Lutie Ruth Carter, 
division secretary. 





Alice Huntley, CPS Secretary of the Year, 
is introduced at the Santa Monica Chap- 
ter’s 7th fashion show by the Hon. Donald 
L. Jackson, congressman, representing the 
16th district of Los Angeles County. 


ROSA MILLER 
P. O. Box 672 
Hickory, North Carolina 


SOUTHEASTERN DISTRICT 


Objectives for Secretaries—Proficien- 
cy, Poise and Personality — were the 
themes of the third Workshop spon- 
sored by Capital Chapter (Wash., D. 
C.). Subjects discussed by experts in 
their respective fields were: Banking 
and the Type of Deposits Maintained in 
Banks; Functions of the Trust Depart- 
ment of Banks; Loans and Credit Poli- 
cies; Poise; and Proficiency and Per- 
sonality for the Secretary. The keynote 
speaker was Mr. MacHenry Schaferm, 
director of personnel, U. S. Department 
of Agriculture, whose topic was “Hu- 
man Relations.” NSA and CPS were 
discussed by CPS members. A panel on 
“Meet The Secretary with an Objective” 
concluded the program. 

* * * 


The Tallahassee Chapter (Fla.) cele- 
brated its first birthday by having a 
tea. President Eloise May presided over 
the punch bowl. Petit fours with gold 
NSA letters were served. Members and 
prospective members were guests. 

* * * 


The Oak Ridge Chapter (Tenn.) 
organized the Tri-Cities Chapter in 
Johnson City, Tennessee. Margie Keith, 
Tennessee state president, installed the 
fourteen charter members of the chapter. 
LaWanda Estes, Oak Ridge Chapter 
president, installed the officers. The presi- 
dent of the Johnson City Chamber of 
Commerce extended a welcome and Dr. 
C. C. Steed, president of Steed College 
of Technology, was guest speaker. The 
structure of NSA was discussed by 
Yvonne Lovely, vice president of the 
Oak Ridge Chapter. Mr. C. M. Callas, of 
the Knoxville Southern Bell Telephone 
Company, spoke at the October meeting 
of the chapter, on the subject “Is Your 
Voice Really You.” 


* * * 





Members of the Birmingham Chapter 
(Ala.) participated in the Spastic Aid 
Telethon. At the October meeting, Mr. 
C. F. Hammock, manager, IBM Corpora- 
tion in Birmingham, presented a talk 
entitled “Shortcuts to Typing” and the 
film “The Right Touch.” 
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The Volunteer Bureau of the Welfare 
Council of Delaware presented a certifi- 
cate to the Delaware Chapter (Wil- 
mington, Del.) in recognition of many 
hours service given to the Society for 
Crippled Children and Adults. Several 
members were represented in an award 
made to volunteers of the Travelers Aid 
Society for services performed on Satur- 
day mornings. Members also responded 
to the call of the United Community 
Fund for aid in getting out campaign 
material for the Red Feather Drive. 

* * * 

The Ways and Means Committee of 
Palm Beaches Chapter (West Palm 
Beach, Fla.) has a number of activities 
planned, including a spaghetti dinner, 
a Stanley party and fashion show, a bar- 
becue and card party. Members assisted 
the Heart Association, the Community 
Chest and the T.B. Association in pre- 
paring for annual drives. Members have 
dressed dolls for the Salvation Army 
Christmas Doll Project. 

* * * 


The Beckley Chapter (W. Va.) will 
sponsor a Sample Fair as a money mak- 
ing project. Public Relations Chairman 
Betty Jane Gunter reported on a meet- 
ing of the Epic Drama Committee. The 
Drama is being set up in Beckley to 
present the history of West Virginia and 
the Beckley Chapter is helping on this 
project. 


Doris Pierce, president, Savannah Chapter 
(Ga.), is shown presenting a Life Honor- 
ary Membership in the Savannah Chapter 
to Stella Akin, local attorney. 


An interesting and informative talk 
on “Survey of Stenographic Employees 
in Alabama” was made to members of 
the Tuscaloosa Chapter ( Ala.) by Martha 
C. Smith, instructor in Secretarial Ad- 
ministration, School of Commerce and 
Business Administration, University of 
Alabama. The ability to spell correctly; 
the importance of being able to com- 
pose letters; loyalty and personality in 
meeting the public were emphasized. 

* * * 


O. Henry Chapter (Greensboro, N. 
C.) held its fall dance at the Starmount 
Country Club. Members addressed cards 
for the Childrens’ Home. 

* * * 


At the October meeting members of 
the Chattanooga Chapter (Tenn.) heard 
Mrs. Lola Fitzgerald, art instructor in 
Junior High School, tell of her travels 
in Alaska. 

* * * 

The Fairways Chapter ( Augusta, Ga. ) 
sponsored a Barbecue for its Scholar- 
ship Fund, with a pie and cake sale. 
Mrs. Julia Clark, the chapter Miss South- 
eastern, presented her essay on “Public 
Relations for the Secretary.” 

* * * 


Special guests of Executive Chapter 
(Washington, D. C.) at the October 
meeting were Mr. C. Carney Smith 
(C.LU.), general agent for Mutual 
Benefit of New Jersey, and Mr. W. Neal 





Mr. James Picola is crowned “Boss of the 
Year” by his newly-crowned “Secretary of 
the Year” Mrs. Blair Olesen, at the 3rd 
Annual Boss Night Dinner of Fort Lau- 
derdale Chapter. 


McCord, general agent of Atlantic Life 
Insurance Company. Mr. Smith spoke on 
insurance and how the insurance man is 
becoming professional through C.L.U., 
which is similar to our CPS work. Ger- 
trude O'Malley and Mary Healey at- 
tended the Fourth Annual Publicity 
Clinic presented by the Women’s Adver- 
tising Club of Washington, for the pur- 
pose of finding out how to handle press, 
radio and television relations. 
* * * 

Jacksonville Chapter ( Fla.) celebrated 
its Third Annual Boss Night October 
21. President Margie Kiefer welcomed 
the guests and Ted Chapeau, manager of 
Radio Station WJHP, was M.C. An en- 
graved plaque was presented to Boss of 
the Year Mr. William T. Webster, vice 
president of National Container Cor- 
poration and boss of Mrs. Lorena Rich- 
ey, chapter vice president. Mr. Frank 
McKinley of Humphreys Gold Corpora- 
tion, Boss of the Year 1954-55, pre- 
sented the plaque. Mr. Glenn Wood- 
ward, executive secretary, Florida Petro- 
leum Industries, spoke on “It’s Your 
Business,” urging that more interest 
should be taken in local, state and na- 
tional government. 







MARGARET A. HANSEN 
240 N. 21st Street 
Salem, Oregon 


NORTHWESTERN DISTRICT 


Guests in the guise of prospective 
members were schooled in the objectives 
of NSA and civic projects supported by 
the Book Cliff Chapter (Grand Junc- 
tion, Colo.) via the panel discussion 
route at the October meeting. Mrs. Joyce 
Sheehy served as moderator and each 
member of the chapter present partici- 
pated. Guests were then invited to pro- 
ject themselves into the discussion by 
presenting questions. 

* * * 

The currently popular panel method 
was also used by Hawkeye Chapter (Des 
Moines, Iowa) at the November meet- 
ing with Mary Fitzgerald as moderator. 
Topics on national, division, state, and 
CPS affairs were expounded by Helen 
Moe, national treasurer; Irene Johnson, 
division president; Maxine McFee, past 
chapter president; and Dorathea Plam- 
beck, CPS, respectively. Plans are being 
formulated to focus attention on Na- 
tional Secretaries Week in April through 
the medium of a second workshop. 
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Contributing to the success of the Olympia, 
Wash., October Regional Meeting are 
NWVP Martha Rosamond, Mrs. Caro 
Richards, Robert Denny Watt and Mrs. 
Viola H. Porter. 


At the ninth annual boss night dinner 
in October Sioux Chapter (Sioux City, 
Iowa) had as guest speaker Honorable 
Charles B. Hoeven, Congressman, 8th 
Iowa District. Forty bosses attended this 
“pow wow,” chairmaned by Fayola Hen- 
drickson. A colorful Indian theme was 
the decor and teepees adorned the tables. 
Six members have donated 71 hours in 
clerical assistance to the United Fund 
Campaign. 

* * * 

A masked Halloween party spot- 
lighted the meeting of Tall Corn Chap- 
ter (Council Bluffs, Iowa). Mrs. V. E. 
Woody presented an educational pro- 
gram about banking. Advance plans were 
formulated for the pre-Christmas bazaar. 

* * * 

The title “Minneapolis Ideal Secre- 
tary” was bestowed upon Delores 
Schultz,CPS, of Gopher Chapter (Min- 
neapolis, Minn.) as a result of winning 
a contest sponsored by the Minneapolis 
Sales Executives in search of the top 
sales executive secretary. In addition to 
the title, she was awarded a wardrobe 
valued at $500. The significance of CPS 





Exquisite! is the instantaneous reaction of 
Gopher Chapter (Minneapolis, Minn.) 
members and guests viewing a lingerie 
style show at the October dinner meeting. 
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has caught on at the Pillsbury Mills Min- 
neapolis office, there now being 6 CPSers 
on the payroll. This is probably the 
largest number in the country in any 
one office. General Mills, by the same 
token, has just employed its first CPS 
holder. The October meeting was de- 
voted exclusively to CPS and this, to- 
gether with generous publicity, is re- 
sponsible for over a hundred women 
taking the refresher course at the uni- 
versity. 
* * * 

Community service conscious mem- 
bers of St. Paul Chapter (Minn.) volun- 
teered their services in October, averag- 
ing 20-30 hours an evening for five 
evenings, to the Community Chest. They 
are working on a scholarship fund proj- 
ect earmarked for the University of 
Minnesota. 

* * * 

Several members of Ginsa Chapter 
(Grand Island, Neb.) likewise stood by 
several evenings a week to perform 
stenographic work for the Community 
Chest drive. 

* * * 

An honorary membership was pre- 
sented to Leta Holley, associate profes- 
sor, Business Administration, University 
of Omaha, at a recent meeting of Ak- 
Sar-Ben Chapter (Omaha, Neb.). Guest 
speakers on this occasion were S. V. Wil- 
liams and Dr. C. W. Helmstadter both 
of the University. 

* * * 

Playing a continuing role in civic 
projects Oregon Trai] Chapter (Port- 
land, Ore.) was well represented at a 
public relations dinner sponsored by 
Council No. 5, International Toastmis- 
tress Clubs. “Leadership Training” was 
the Council’s theme. The chapter spon- 
sored its annual civic theater play in 
November, enhancing the treasury to a 
considerable degree. Members assisted 
with the Health Fair, which is sponsored 
by various health groups. “Operation 
CPS” featured the November dinner 
meeting at which CPS certificates were 
presented by Ethel Kempe of Amanu- 
enses Chapter (Eugene, Ore.), member 
of the CPS Institute. Present also were 
representatives of the press, National 
Legal Secretaries, Executive Secretaries 
and Public School Secretaries. Several 
members attended the Regional Meeting 
at Olympia, Washington, at which Mrs. 
Hazel Kellar, CPS, enhanced the public 
relations panel, speaking from the secre- 
tary’s viewpoint. 

* * * 

The history of TV and ramifications 

of operating a station were explained to 


the Mt. Rushmore Chapter (Rapid City, 
S. D.) at the October meeting by Leo 
Borin, manager of KOTA Radio-TV. 

* * * 

Members and guests of Lomond 
Chapter (Ogden, Utah) were briefed on 
the three types of wills by LeRoy B. 
Young, local attorney, at the October 
meeting. 

* * * 

The advent to the ninth meeting in 
region 1 of the Northwestern District at 
Olympia, Washington, was an open 
house at which guests were greeted by 
hostesses in costumes representing in- 
dustries and points of interest in that 
area. Mrs. Caro Richards, general chair- 
man, opened the morning session, at 
which Mayor Amanda Smith and State 
Treasurer Charles R. Maybury welcomed 
the group. NWVP Martha Rosamond 
presided at the business sessions. Adding 
a bit of merriment was a miniature rose 
bush presented to Martha by the hostes- 
ses, to be nurtured by her personal secre- 
tary assigned by the chairman of the 
NSA Stenographic Service. The serious 
aspects of the program dealt with (1) 
“A Plus 3 Formula—The A-B-C Way” 
of which Mrs. Rousia Hoxsey, Washing- 
ton Division secretary, was coordinator. 
Panel members were Mrs. Hazel A. Kel- 
lar, CPS and first vice president of Ore- 
gon Trail Chapter (Portland, Ore.) and 
M. S. Yelle, Investment Securities dealer 
for McLean & Company, Olympia. (2) 
The “CPS Story” was magnificently cov- 
ered by Mr. Robert Denny Watt, North- 
west member of the CPS Institute and 
president of Electro-Watt Inc., Seattle. 
Miss Rosamond concluded the Sunday 
morning breakfast session with stress on 
“Selling NSA—the A-B-C Way.” Spo- 
kane, Washington, was voted as the site 
for the 1956 regional. 

* * * 

“Practical Legal Problems and An- 
swers” was the subject of Hugo E. Os- 
wald, Jr., attorney, at the October meet- 
ing of Sacajawea Chapter (Seattle, 
Wash.). He included information on 
wills, contracts, negotiable instruments, 
grounds for divorce, adoptions, trials 
and courts. The chapter was well repre- 
sented at the Olympia, Washington, re- 
gional. 

* * * 

Charm as well as efficiency will be 
personified by members of Spokane 
Chapter (Wash.) during a five-week 
course of two hours weekly. The services 
of a qualified instructor from a local 
modeling agency have been obtained, 
keeping the group small in order that 
each participant may receive individual 
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attention. The course encompasses per- 
sonal grooming, effective wardrobe plan- 
ning, hair styling, makeup adaptable to 
individual needs, posture, figure con- 
trol, corrective exercises and numerous 
other excellent tips and suggestions. 

* * * 

“Little Sisters’—members of the Fu- 
ture Secretaries Club of Casper High 
School—will be honored by sponsoring 
Teton Chapter (Casper, Wyo.) at a 
Christmas party. This ingenious chapter 
supplies speakers, morale and guidance 
to these secretarial minded girls. 

* * * 

Prospective members were entertained 
at a membership party in October by 
LaRamee Chapter (Laramie, Wyo.) for 
which Lorna Arnold was hostess. After 
the guests had proved their “secretarial 
intelligence” with a-few pencil and pa- 
per games, they were acquainted with 
the aims and objectives of NSA through 
a skit presented by Louise Moore and 
Margaret Hesemann. 


DorotHy LEwIs, CPS 
25 N. County 
Waukegan, Illinois 


NORTHEASTERN DISTRICT 


Providence Chapter (R. I.) is spon- 
soring a CPS preparation course in con- 
junction with the University of Rhode 
Island. Education Chairman Kathryn 
Flynn and Aria Cameron, president, 
have also set up a speech class for the 
membership, with Mrs. Ruth Hassell 
Meader as instructor. The chapter pub- 
lic service program will include address- 
ing envelopes for the 1956 Easter Seal 
Campaign. 





Hill City Chapter (Mansfield, Ohio) 
has been contributing actively to local 
civic endeavors: pledge cards were typed 
for the Richland County United Appeal; 
twenty thousand envelopes were ad- 
dressed for the Boys Village, Smithville, 
Ohio, funds-raising campaign. 
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Wood Councy Chapter (Bowling 
Green, Ohio) was represented on the 
Wood County Committee on Education 
for laymen, to participate in general 
planning for the White House Confer- 
ence on Education in Washington, D. C., 
November 28 to December 2, by Mrs. 
Kay Simpkins. She served as secretary 
for the planning session and for various 
committee meetings in connection with 
the conference, submitting news re- 
leases on them for publication through- 
out the county. Mrs. Simpkins and Mrs. 
Mary Buchman participated in the con- 
ference as recorders and in summariza- 
tion of committee work. 

* * * 


Flower City Chapter (Rochester, N. 
Y.) members served as hostesses at the 
Rochester Chamber of Commerce Busi- 
ness Show, sponsored by the National 
Office Management Assoc. and visited 
by several thousand business executives, 
their secretaries and representatives, over 
a period of three days. 


Paterson Chapter (N. J.) sponsored 
another workshop in cooperation with 
International Business Machines Cor- 
poration in the Sherwood Secretarial 
School. Three two-hour sessions were 
held with Miss Bess Lewis, coordinator 
of Business Education for the City of 
Newark and head of the Westside High 
School Business Department, as instruc- 
ror. SS i ak 


From forty chapters in New England, 
New York State, Pennsylvania, New 
Jersey, Rhode Island and Niagara Falls, 
Canada, came 280 NSAers to attend the 
Regional Meeting in the Hotel Syracuse, 
Syracuse, N. Y. Jane Klausman, presi- 
dent of the Syracuse Chapter (N. Y.), 
hostess, received high commendation for 
its “vigorously smooth planning and con- 
duct” from International President Cas- 
sandra Waterman and NEVP Clare Jen- 
nings. Marjorie C. Smith, dean of 
women, and Dorothea L. Chandler, CPS, 
member of the CPS Institute, and an 
associate professor in the College of 
Business Administration of Syracuse Uni- 
versity, were guest speakers at the Sun- 
day Brunch. H. Kaye Kerr, vice presi- 
dent, Merchants Bank & Trust Company, 





and Edward V. Hall, assistant executive 
director, Syracuse Community Chest and 
Council, also addressed the meeting. 

* * * 

Staten Island Chapter (N. Y.) mem- 
bers again this year volunteered assist- 
ance in the local Cerebral Palsy Associa- 
tion office and during the telethon. 

* * * 

Rose City Chapter (Richmond, Ind.) 
sponsored a typewriter proficiency pro- 
gram featuring Speed Typist Marilyn 
Brown, of IBM in Indianapolis. Rose 
City’s first anniversary was observed at 
its October dinner meeting. 

* * * 

Conestoga Chapter (Lancaster, Pa.) 
helped the local Muscular Dystrophy 
Association office by addressing 6000 
envelopes. 

* * 

Winifred E. Seguin Memorial Chapter 
(Oneida, N. Y.) is participating in 
Highway Safety and Accident Preven- 
tion Drive for New York State, contact- 
ing 400 senior high school students 
personally and inviting them to take part 
in a safety essay contest in which one 
$25 U. S. Savings Bond and four cash 
awards of $10 each were presented. 

* * * 

A consultant on psychology, George 
M. Hill, professor at Miami University, 
Oxford, Ohio, conducted a course in 
“Understanding Ourselves and Others” 
for the Middletown Chapter (Ohio). 
The series of three 2-hour lectures in- 
cluded a 40-minute film. 

* * * 

Tawasi Chapter (Fort Wayne, Ind.) 
entertained secretaries from Hunting- 
ton, Indiana, in October in an effort to 
interest them in a chapter for Hunting- 
ton. National Secretary Margaret Treanor 
discussed the aims and purposes of NSA 
and the CPS program. Her talk was 
titled “To Open More Doors.” 

* * * 


Shoreland Chapter (Waukegan, III.) 
entertained wives of members’ employers 
and prospective members with a show- 
ing of autumn fashions. 

* * * 

White Plains Chapter (N. Y.) held 
a bake sale—cakes, cookies, candies, jam, 
jellies—all produced by members; pro- 
ceeds, for the Scholarship Fund, were 
most satisfactory. 

* * * 

On October 11, Philadelphia and 
Quaker City Chapters (Philadelphia, 
Pa.) met jointly. Columnist Bill Spring- 
field, Philadelphia Daily News, inter- 
viewed three girls from each chapter: 
Mrs. Ruth Roberts, president; Helen K. 
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Clapp, workshop chairman; and Frances 
E. Jones, CPS, from Philadelphia Chap- 
ter; Mrs. Margaret Smith, president; 
Jean Boutilier, social chairman; and 
Janet Johnstone, CPS, from Quaker City 
Chapter. The columnist’s question was: 
“How can the boss help his secretary do 
a better job?” The replies received were 
used in his column for October 14, its 
consensus: mutual understanding, con- 
sideration, appreciation and encourage- 
ment pay off both ways, employer-wise 
and employee-wise. 
* * * 


Mrs. Madeline Strony, co-author of 
“The Road to Secretarial Success,” con- 
ducted a workshop at Indiana State 
Teachers College November 1 for Heart 
of the Nation Chapter (Terre Haute, 
Ind.). 

* * * 

McKeesport Chapter (Pa.) held a 
benefit card party through which a siz- 
able sum was added to its Scholarship 
Fund. 

* * * 

New York City Chapter (N. Y.) 
members Elsie Larson, Ruth Munkle and 
Jane Sprague took part in a panel dis- 
cussion on the CPS program at the 
Gotham Chapter (N. Y.) October meet- 


ing. 
* * * 

Con Brio Chapter (Bloomington, Ill.) 
celebrated its tenth anniversary by enter- 
taining members and guests at a spa- 
ghetti dinner and also at its annual boss 
night dinner—Chuck-Wagon, Western 
style. “Top Cowhand of 1955” (boss- 
of-the-year) award went to Lander Van- 
Gundy, boss of charter member Evelyn 
Story. 

* * * 

Rapidette Chapter (Grand Rapids, 
Mich.) is co-sponsoring, with Univer- 
sity of Michigan Extension Service, a 
12-week course in Secretarial Practices. 
Dr. Irene Place, associate professor of 
Office Management at the University, is 
instructor. The textbook is “The Road 
To Secretarial Success,” of which she is 
co-author. The enrollment of 43 includes 
several secretaries from Grand Haven 
and Ionia, Michigan. 

* * * 


Within less than six months after its 
installation, Racine Chapter ( Wisc.) 
entertained at its first Bosses’ Night. 
Twin Disc Clutch Company President 
John H. Batten was chosen Boss of the 
Year. His support in the chapter's for- 
mation was thus acknowledged, as well 
as appreciation for his continued en- 
thusiastic interest. 


THE SECRETARY—December 1955 


A CPS Exhibit was arranged and 
staffed by New York City Chapter (N. 
Y.) at the Office Management Confer- 
ence of the American Management As- 
sociation at Hotel Statler in New York. 
Brochures were distributed and ques- 
tions answered for the many visitors, 
representing top management from firms 
in the United States and Canada. One 
interesting visitor to exhibit was Dr. 
Soledad Cabreza, professor of Business 
Education, University of the Philippines 
in Manila. Arrangements were made for 
her to discuss the possibility of setting 
up CPS courses for the University. The 
exhibit was staffed by CPS Certificate- 
holders Myrtle Crooks, Mae Waddell, 
and Athena Catala; Mrs. Alicia Cogan, 
former member of the CPS Institute; 





















Manning the NSA booth at the Rochester 
C. of C. Business Show are: Janet Champ- 
ney, CPS, Selma Goldstein and Mrs. Mil- 
dred Easton, president Flower City Chapter. 


Pictured at the Syracuse Chapter fashion show during Open House of the Region I Meet- 
ing in October are: Marian McCarthey, Alice Church, Florence Wilcox, Fran Austin, 
moderator, Cassandra Waterman, international president, Aletha Dillon, Lillian Pilcher 
and Lucille Marsters. Miss Waterman examines furs worn by Mrs. Austin. 


NYC Chapter President Maybelle 
Brown; Mildred Brewster; Blanche Im- 
hof and Rosa DeCecca. 


* * * 


Genie Chapter (Lima, Ohio) had as 
guest speaker in October a bi-lingual 
secretary, Dorothy Ann Jenkins, recently 
returned from a year in France on a 
Rotary International Fellowship. She re- 
ported that the career girl as we under- 
stand the term is non-existant in France, 
wages being much lower and greatly 
restricting the possibility of independent 
self-maintenance which we accept as 
usual here. Working hours there are 
from 8 a.m. to 6:30 p.m., with two hours 
for lunch! 


Shown here at Shoreland Chapter’s (Wau- 
kegan, Ill.) October style show are Pres. 
Mrs. Berta Ward, Mrs. Jennie Birtic, Mrs. 
Gerald C. Snyder and Julie Zelenik. 





















Changes in Chapter Officer Directory 


FRESNO, CALIFORNIA 
Treasurer 
Adrienne Kammerer 
3215 McKenzie 
Fresno, California 


STOCKTON, CALIFORNIA 
Corresponding Secretary 
Mrs. Anne Souza 
135 North Hunter Street 
Stockton, California 


FORT COLLINS, COLORADO 
Vice President 

Bertha Dunn Nicholson 

P. O. Box 147 

Fort Collins, Colorado 


NEW HAVEN, CONNECTICUT 
Vice President 

Carmel K. Velleca 

132 Ivy Street 

New Haven, Connecticut 


FORT LAUDERDALE, FLORIDA 
President of Florida Division 
Marie Starr 
Box 1639 
Fort Lauderdale, Florida 


GAINESVILLE, FLORIDA 
Corresponding Secretary 
Margaret Newhall 
. O. Box 225 
Gainesville, Florida 


POCATELLO, IDAHO 
Treasurer 
Mrs. Fong R ard 
612 East see Road 
Pocatello, Idaho” 


EVANSTON, ILLINOIS 

Corresponding Secretary 
Mrs. Minnie S. Green 
1940 Sherman Avenue 
Evanston, Illinois 


JACKSONVILLE, ILLINOIS 
Treasurer 
Mrs. Wanda Moore 
500 West Morton 
Jacksonville, Illinois 


ELKHART, INDIANA 
Vice President 
Mary Jane Frantz 
613 Fremont Street 
Elkhart, Indiana 


GARY, INDIANA 
Recording Secretary 
Mrs. Dorothy Kirscher 
1005 West 35th Street 
Gary, Indiana 


DAVENPORT, IOWA 
Corresponding Secretary 
Mrs. Velma Thompson 


c/o Minneapolis-Honeywell Reg. Co. 


Davenport, lowa 
Treasurer 

Juliette Mulvihill 

2628 Ripley Street 

Davenport, Iowa 


SIOUX CITY, IOWA 

Recording Secretary 
Frances Viken 
3806 3rd Avenue 
Sioux City, Iowa 


ARKANSAS CITY, KANSAS 
Corresponding Secretary 
Mrs. Margaret Follett 
622 North 4th Street 
Arkansas City, Kansas 


COFFEYVILLE, KANSAS 

Corresponding Secretary 
Mrs. Dorothy Unruh 
504 North Maple Street 
Coffeyville, Kansas 


LEXINGTON, KENTUCKY 
Kentucky State President 
Pat Tanner 
c/o Dr’s. Thompson and Friesin 
288 South Limestone 
Lexington, Kentucky 
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LOUISVILLE, KENTUCKY 
Treasurer 
Atma Krippenstapel 
111 East Main Street 
Louisville 2, Kentucky 


PORTLAND, MAINE 
Vice President 
Anne N. Doyle 
Guy Gannett Broadcasting Services 
390 Congress Street 
Portland, Maine 


LOWELL, MASSACHUSETTS 
Recording Secretary 

Mrs. Madeline Desautels 

27 Aston Avenue 

Dracut, Massachusetts 


DETROIT, MICHIGAN 
First Vice President 
Lillian Crawford 
640 Temple 
Detroit, Michigan 


GRAND RAPIDS, MICHIGAN 
President 

Mrs. Florence Rumsey 

1103 Diamond Avenue, N. E. 

Grand Rapids, Michigan 
Recording Secretary 

Mrs. Lucy Phillips 

3015 N. E. Leonard Street 

Grand Rapids, Michigan 


SAGINAW, MICHIGAN 
President 
Mrs. Vivian Horsefall 
107 Haydent Street 
Saginaw, Michigan 


OMAHA, NEBRASKA 
( Ak-Sar-Ben Chapter ) 
Treasurer 
Nancy J. Phillips 
220 North 32nd Avenue 
Omaha, Nebraska 
Recording Secretary 
Dorthalee Wegener 
840 Park Avenue 
Omaha, Nebraska 


LONG ISLAND, NEW YORK 
(Queens County Chapter) 
Secretary 
Mrs. Ethel Freems 
210—109th Avenue 
Elmont, Long Island, New York 


WHITE PLAINS, NEW YORK 
Treasurer 
Mrs. Harriet Berlin 
100 Hoty Street-—Apt. 5-L 
Stamford, Connecticut 


DAYTON, OHIO 
Treasurer 
June Caskey 
564 Fourth Street 
Dayton, Ohio 


LIMA, OHIO 
Treasurer 
Margie Gettinger 
503 Orena Avenue 
Lima, Ohio 


EUGENE, OREGON 
President 

Mrs. Zelpha W. McFadgen 

1115 East K. Street 

Springfield, Oregon 
Recording Secretary 

Marjorie Jackson 

1272 Willamette 

Eugene, Oregon 


NEW CASTLE, PENNSYLVANIA 
President 
Helen Kader 
1613 E. Washington Street 
New Castle, Pennsylvania 


NEW KENSINGTON, PENNSYLVANIA 
President 
Mrs. Florence W. Nock 
Aluminum Cooking Utensil Co. 
Wearever Bldg. 
New Kensington, Pennsylvania 


READING, PENNSYLVANIA 
Vice President 


Reading, Pennsylvania 
eas ogg 
E. B. Beamesderfer ‘ 
R. *D. 1, Box 80 
Mohaton, Pennsylvania 


MEMPHIS, TENNESSEE 
Corresponding Secretary 
Mrs. Leila Fox 
2406 Parkway Place 
Memphis, Tennessee 
Treasurer 
Mrs. Alver Neilsen 
219 South McLean 
Memphis, Tennessee 


OAK RIDGE, TENNESSEE 
President 

LaWanda Estes 

103 Villanova Road 

Oak Ridge, Tennessee 


AUSTIN, TEXAS 
Vice President 
Mrs. Euveta Orter 
4017 Clawson Road 
Austin, Texas 


RICHMOND, VIRGINIA 
President 
Mrs. Clara M. Holt 
Chesapeake & Ohio Railroad Co. 
Bernie Bldg. 
Richmond, Virginia 


BREMERTON, WASHINGTON 
President 
Ann F. Lofstedt 
1245 Audrey Avenue 
Bremerton, Washington | 


Vice President 

Wilma Boepple 

817 Merrill Drive 

Bremerton, Washington 
Recording Secretary 

DeLoris Abbott | 

P. O. Box 34 

Port Orchard, Washington 
Corresponding Secretary 

Pearl Numbers 

Route 3, Box 321 

Port Orchard, Washington 


Treasurer 
Helene Olson 
5602 Arsenal Way 
Bremerton, Washington 


SPOKANE, WASHINGTON 
Recording Secretary 
Mrs. Gladyce Colburn 
4814 North Stevens 
Spokane, Washington | 
Corresponding Secretary 
Mrs. Lenora Jurvelin 
South 1221 Pittsburgh | 
Spokane, Washington 


BLUEFIELD, WEST VIRGINIA 
President 

Glenna Dunlap 

Box 84 
North Tazewell, Virginia 


LA CROSSE, WISCONSIN 
President 
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He’s alive 
and you helped 


People still die from 
tuberculosis—this year one 
American every twenty-seven 
minutes! 


Yet the money which you 
give for Christmas Seals has 
helped to save thousands of 
lives. 


Christmas Seals fight 
tuberculosis year-round— 
through education, case finding, 
patient rehabilitation, and 
basic research on TB control, 
treatment, and possible 
prevention. 


Make Christmas Seals a part 
of your holiday giving. From 
now to Christmas send no 
card, letter, or package without 
the Seals that save lives. 

And send in your contribution 
today. 


Buy and use 
Christmas Seals 
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Of course, knowing a rich, handsome young 
lawyer is about as much as any secretary needs 
to know about law! At least to get a start, 

that is. Then she has to know about the law 

in order to handle the lawyer. 


Seriously, the articles “Law for the Secretary” 
have been compiled into book form, revised, re- 
edited and indexed. You will find easy doses 

of the basic law on Contracts, 

Corporations, Wills, Partnerships, Real 

Estate and assorted and miscellaneous tid-bits. 


There are lots of illustrative cartoons, to use 
the term loosely. SECRETARY LAW will make 
a nice gift for anyone, especially you! 
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Here’s a Christmas Gift Suggestion 
for You — or for that Secretary 


Friend of Yours... 
What should every good Secretary know about Law? 


A. Young’ 
Handsome 


ATTORNEYV-AT-LAW 























clip this coupon now! 


Reuter & Bragdon, Inc. 
One Gateway Center 
Pittsburgh 22, Pa. 


Please send me copies of SECRETARY 
LAW by Howard P. Reuter @ $2.75 per copy, 
postage prepaid. Payment enclosed in the amount 











